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Wellspring Settlement
JOB DESCRIPTION
Job Title: Cleaner 
Salary:  living wage – currently £22,222 per annum pro rata (£12.21 per hour).
Contract Term: part time – 15 hours per week (Mornings 8:00 – 10:00 Mon – Sat)
Responsible to: Property, Facilities, and IT Manager
Management responsibility: None
Holiday: 5 weeks per annum plus Bank Holidays
Pension:   Employees will be enrolled into the workplace pension if eligible. 
 Full details of terms and conditions of employment are included in the employee handbook


Job Purpose:
To ensure the areas of duty are cleaned to agreed standards.  To support the room set up  service for hired rooms for the organisation, when required.  

· Swannery
· Community Hall/ Community Kitchen
· Room set up/ clearing

Hours and days to suit availability of Buildings for cleaning and access.




Main Duties and Responsibilities
Main Hall/ Swannery:
1. Vacuum or sweep floors. Swab the whole floor area with warm water and detergent. Mop the floor again with warm water and detergent. Change the water frequently.
2. Empty all wastepaper bins and refuse receptacles.
3. Disinfect high touch areas (door handles, light switches, printers, buttons)

Kitchens:
1. Wipe table tops & all surfaces in kitchen.
2. Clean freestanding kitchen units and island, paying particular attention behind and between the units.
3. Mop floor
4. Disinfect high touch areas (door handles, light switches, printers, buttons)
Toilets:

1. Thoroughly clean and disinfect all toilets, both sides of toilet seats, also hand basins, sinks and exterior of cisterns.
2. Clean all metal fittings, door and window handles, radiators and mirrors.
3. Replenish disposable supplies.
4. Vacuum or sweep and damp mop floors.
5. Disinfect high touch areas (door handles, light switches, printers, buttons)

Room Set up:
To support the maintenance team when needed to:

1. Ensure meeting rooms are cleared, clean and set up as required by hirer. 
2. To ensure provision of equipment and refreshments as requested 
3. Ensure all equipment e.g. crockery, towels, is clean and fit for purpose

General:

1. Remove all refuse to paladin bins adjacent to the Lodge.
2. Skirting boards, work tops and other hard surface areas that need cleaning.
3. To work within the policies and procedures of Wellspring Settlement. 
4. To engage in positive and effective communication with all visitors and colleagues on the Wellspring Settlement sites.
5. Perform other such duties appropriate to the post that may be requested.

Key Tasks and Responsibilities:

1. To prepare, attend and actively participate in regular supervision sessions including engaging in the monitoring and review of performance targets. 
2. To work within the policies and procedures of Wellspring Settlement and attend appropriate team meetings, training events and staff development days.
3. To communicate with staff, volunteers, service users and partners in a positive and effective manner.
4. To be familiar with and work within IT systems, policies and procedures and risk assessments and ensure that you are using them to support your work.
5. At all times to work within and actively promote the Equity, Diversity and Inclusion policy of the Settlement.
6. At all times to be aware of the health and safety of colleagues, users, local people and self and to work within the health and safety policies of the Settlement.
7. Work flexibly in terms of responsibilities and working hours as required and by mutual agreement, including occasional evening and weekend work, carrying out any duties as they arise which are consistent with the general character of the post.

Person Specification Wellspring Settlement
	FACTOR

	ESSENTIAL

	EXPERIENCE
	Experience of cleaning either in a professional or non- professional setting

	SKILLS
	Ability to prioritise workload
Ability to carry out heavy manual labour.

Ability to work with minimum supervision


	KNOWLEDGE
	Good basic knowledge of building repairs or willingness to undertake training in first 6 months in post

	ATTITUDES / PERSONAL CHARACTERISTICS
	Reliability
Systematic, self-motivated, organised, honest and trustworthy (owing to the secure nature of some of the areas in which you will be working)
Willingness to work to rules of confidentiality
Capacity to work flexibly, under pressure and adapt to changing work levels
Capacity to work using own initiative as well as part of a team
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