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JOB DESCRIPTION

JOB TITLE:
Cleaning Team Leader 
REPORTS TO:
Estates, Facilities and Projects Director
FUNCTIONS:
To supervise and work with the site wide cleaning team to ensure the cleanliness of all sites
SALARY:
from £20,000 dependant on experience
HOURS:
36.5hrs pw over 5 days, to include weekends

Some unsociable hours will be required

DUTIES INCLUDE:


· To work with the Estates, Facilities and Projects Director to ensure the effective running of the cleaning team, including the provision of training, the maintenance of a staff rota, allocation of work and the ordering of cleaning materials
· To work with the Estates, Facilities and Projects Director to set standards against which work can be checked
· To be instrumental in the recruitment, training and development of cleaning staff

· Manage staff holiday and sickness records using the Trust’s Time & Attendance System (Bodet) 

· To ensure agreed standards of cleanliness and hygiene are maintained in all public and staff areas

· To ensure that all equipment is checked and kept in good working order in accordance with correct procedures and report all relevant faults

· To work with the curatorial staff in the deep cleaning of Blists Hill exhibits
· To ensure the safety of staff, volunteers and visitors during cleaning operations including compliance with fire procedures, COSHH regulations and Health & Safety policy.
STAFF REPORTING DIRECTLY: Cleaning Team
BUDGETS HELD: N/A
PERSON SPECIFICATION

Essential  

· Experience of supervising a cleaning team
· Experience of working in a customer service environment, ideally in a heritage/cultural setting
· Experience of working within a demanding health and safety regime
· Good organisational and interpersonal skills
· Good Microsoft software and IT skills
· Excellent communication skills

· Ability to work as a team member

· Ability to use own initiative

· Flexible in approach to work

· Full driving licence and own vehicle.
Health & Safety

· To be familiar with and at all times comply with IGMT Health & Safety policy

· Site specific Health & Safety policies as detailed in IGMT Health & Safety policy documents

· Local department specific Health & Safety procedures as amended or added to from time to time
· To take reasonable care for the Health & Safety of yourself and of other persons who may be affected by your acts or omissions at work. To maintain Personal Protective Equipment and to report PPE that is defective

· To co-operate with all staff, tenants and contractors so far as necessary to enable all Health & Safety requirements to be performed or complied with

· To ensure anything provided in the interest of Health, Safety or Welfare is not intentionally or recklessly interfered with or misused. 
Postholder:
…………………………..…....
Printed: ………………………
Dated: …………….……..
Manager:
…………………………..…....
Printed: ………………………
Dated: …………….……..

This Job Description is subject to periodic review.

