JOB DESCRIPTION

JOB TITLE:





                 REPORTS TO:
Cleaning Manager





 Facilities Manager
1. JOB PURPOSE

The Cleaning Manager will be responsible for overseeing and managing the daily cleaning operations at David Lewis, ensuring all areas of the facility are maintained to the highest standards of cleanliness and hygiene. This role involves managing a team of 12 cleaning staff, scheduling, conducting inspections, training staff, and maintaining inventory of cleaning supplies. The Cleaning Manager will also ensure compliance with health and safety regulations and provide leadership to ensure a high-performing and motivated team.
2.
KEY RESPONSIBILITIES 
Team Leadership and Supervision:
· Lead, supervise, and motivate a team of 12 cleaning staff, ensuring they are equipped to perform their duties efficiently.

· Assign daily and weekly cleaning tasks, ensuring all areas are cleaned according to the facility's specifications and timelines.

· Conduct performance reviews and provide feedback to ensure high standards of work.

· Manage staff attendance and ensure staffing levels are adequate for daily operations.

Cleaning Operations Management:
· Oversee all cleaning operations across the facility, ensuring cleanliness standards are consistently met.

· Conduct regular inspections to ensure that cleaning tasks are completed to a high standard.

· Address any cleaning-related issues promptly, including resolving complaints or concerns from staff or other departments.

· Ensure that all cleaning equipment is maintained and serviced as required.

Training and Development:
· Provide training and guidance to cleaning staff on cleaning techniques, health and safety practices, and the proper use of equipment and chemicals.

· Regularly review staff performance and identify areas for improvement, offering further training where necessary.

Health and Safety Compliance:
· Ensure all cleaning practices comply with health and safety regulations and standards, including proper handling and storage of cleaning chemicals and waste disposal.

· Conduct safety audits and risk assessments to ensure a safe working environment for cleaning staff and other employees.

Inventory Management:
· Monitor and maintain inventory levels of cleaning supplies and equipment, placing orders when necessary.

· Track the usage of cleaning materials and ensure that resources are used efficiently and cost-effectively.

Administrative and Reporting Tasks:
· Keep accurate records of cleaning tasks, staff schedules, and inventory levels.

· Report any maintenance issues or areas requiring attention to senior management.

· Prepare and maintain cleaning schedules for regular tasks and special events.

Collaboration with Other Departments:
· Work closely with other departments to coordinate cleaning schedules, ensuring minimal disruption to daily operations.

· Assist in the planning and preparation for special events or projects that may require additional cleaning services.
_______________________________________________________________________________________

3. PERFORMANCE MEASURES
The performance of the Cleaning Manager will be evaluated based on the following key performance indicators (KPIs) and objectives:
Cleaning Standards:
· Regular inspection scores demonstrating the cleanliness and hygiene of all areas, ensuring they meet or exceed the facility’s standards.
· Timeliness and thoroughness in completing cleaning tasks as per established schedules and requirements
Team Performance and Productivity:
· Staff performance, including punctuality, efficiency, and the quality of work, assessed through regular evaluations and feedback.
· Achievement of staffing and operational goals, with minimal disruptions or absenteeism.
· Effective use of team resources to ensure optimal productivity without overstaffing or understaffing.

Health and Safety Compliance:
· Adherence to all health and safety regulations, including proper handling and storage of cleaning chemicals and waste.
· Frequency of safety audits with successful results and no significant health and safety violations or incidents.
· Compliance with training requirements for cleaning staff, ensuring all staff members are up-to-date with safety protocols.
Training and Development:
· Successful completion of training programs for cleaning staff, ensuring they are equipped to handle their duties competently.

· Staff development and career progression within the team, with a focus on retention and job satisfaction.

Inventory and Resource Management:
· Maintenance of adequate cleaning supplies and equipment, with minimal waste or stockouts.
· Cost-effectiveness in managing the cleaning budget, including efficient use of cleaning materials and minimizing overuse.

Customer Satisfaction and Feedback:
· Feedback from internal departments or external stakeholders regarding the cleanliness of the facility and responsiveness to requests.
· Positive resolution of complaints or issues related to cleaning services within a timely manner.

Operational Efficiency:
· Ability to manage and optimize cleaning schedules, ensuring that all areas are maintained without disrupting daily operations.
· Efficient handling of special projects or events, ensuring cleanliness standards are upheld even during peak periods.

Team Morale and Engagement:
· Regular staff engagement and satisfaction levels, measured through surveys or feedback.
· Positive work environment with low turnover rates and high morale within the cleaning team.

The Cleaning Manager will be expected to meet these performance measures consistently and proactively seek improvements to further elevate the facility’s cleanliness standards and operational efficiency.

4. KEY COMPETENCIES

Leadership and Team Management:
· Ability to lead, motivate, and develop a diverse team of cleaning staff to perform at their best.
· Strong decision-making skills, with the ability to delegate tasks effectively and manage performance issues.
· Ability to foster a positive work environment, building staff morale and engagement while addressing any conflicts or concerns promptly.

Attention to Detail:
· A keen eye for detail and thoroughness in ensuring that cleaning tasks are completed to the highest standards.
· Ability to identify areas for improvement in cleaning practices and implement corrective measures.

Communication Skills:
· Strong verbal and written communication skills to interact effectively with staff, management, and other departments.

· Ability to provide clear instructions and feedback to cleaning staff, ensuring expectations are understood and met.

· Capable of handling complaints or concerns from internal stakeholders in a professional and constructive manner.

Organisational Skills:
· Excellent time-management and organisational abilities, with the capacity to manage multiple tasks simultaneously

· Ability to prioritize tasks and manage cleaning schedules to ensure timely completion of duties.
· Skilled in resource allocation, ensuring that staff and materials are used efficiently and effectively.

Problem-Solving and Decision-Making:
· Strong analytical skills to identify issues and find practical solutions quickly.
· Ability to think critically and adapt to unexpected challenges or changes in cleaning requirements.
· Ability to make decisions independently, taking into account the needs of the facility and the team.

Health and Safety Awareness:
· In-depth knowledge of health and safety regulations and the ability to ensure compliance at all times.
· Familiarity with the proper handling of cleaning chemicals and equipment to avoid safety hazards.
· Ability to identify and mitigate risks to the health and safety of staff and visitors.

Customer Focus:
· A customer-oriented mindset, ensuring the cleanliness of the facility meets the expectations of staff, clients, and visitors.
· Ability to respond to requests for additional cleaning or special tasks promptly and efficiently.

Adaptability and Flexibility:
· Ability to adapt to changes in cleaning schedules, staffing levels, or facility requirements as needed.
· Flexibility in working hours and the willingness to adjust plans based on facility needs or emergencies.

Budgeting and Resource Management:
· Ability to manage the cleaning budget effectively, ensuring resources are allocated efficiently.

· Skilled in inventory management, reducing waste and ensuring cost-effective use of cleaning supplies.

Technological Proficiency:
· Competency in using basic office software and scheduling tools to track cleaning tasks, manage staff schedules, and report on performance.
· Ability to learn and use cleaning technology and equipment efficiently, improving operational effectiveness.

These key competencies are essential for ensuring the success of the Cleaning Manager role and the effective management of the cleaning team at David Lewis.

5. KNOWLEDGE, SKILLS AND EXPERIENCE
Experience:
· Proven experience in a cleaning or facilities management role, with prior management experience preferred.

· Experience managing a team of cleaning staff in a commercial or institutional environment is advantageous.

Knowledge & Skills:
· Strong knowledge of cleaning techniques, equipment, and chemicals.

· Ability to lead and motivate a team to achieve high standards of cleanliness.

· Strong organisational and time-management skills.

· Knowledge of health and safety regulations, including COSHH (Control of Substances Hazardous to Health).

· Good communication skills, both verbal and written.

· Ability to problem-solve and handle unexpected situations.

Certifications (Desirable):
· Health and safety certifications (e.g., COSHH, First Aid) are desirable but not essential.

Personal Attributes:
· Proactive, detail-oriented, and able to work independently.

· Ability to adapt to a fast-paced and changing environment.

· Strong interpersonal skills and the ability to work well with others.

Working Conditions:
· This is a full-time position.

· The role may require flexibility in working hours, including evenings and weekends, depending on the needs of the facility.

· The position involves regular walking, standing, and the use of cleaning equipment
Reporting Structure:
The Cleaning Manager reports directly to the Facilities Manager and may be required to report to other senior management as needed.

Disclosure and Barring Service (DBS) Checks: This post, due to its nature, duties and responsibilities, will be subject to a check by the DBS.  The level of check which will apply shall be an “Enhanced” level check.  Information about this disclosure can be found at www.gov.uk.   

To prevent abuse and implement good practice David Lewis ensures that recruitment practices are robust and rigorous and that all staff employed have up to date and acceptable references, a full and complete employment history, an Enhanced DBS check and a check of the DBS barred lists.  
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