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Spitfire Services Cleaner / Caretaker Job Description

Spitfire Advice & Support Services Ltd
JOB DESCRIPTION

Office Cleaner / Caretaker
	Job title:


	Office Cleaner / Caretaker 

	Wage:
	£8.75 per hour


	Hours:


	15 hours per week delivered over 5 days

	Pension:


	Auto enrolment pension scheme.

	Annual leave:


	27 days + statutory Bank Holidays

	Tenure:
	Permanent


	Based at:
	Spitfire Services, Spitfire House, High St, Castle Vale. 


	Responsible to:
	Operations Manager


	Main Purpose of role:


	To maintain the cleanliness of the Spitfire House space occupied by Spitfire Services and Castle Vale Community Library  and provide  basic caretaker duties


Key responsibilities/job purpose:
Cleaner duties
Offices to be cleaned are; 

· Spitfire Services Main Office and side interview rooms, CEO’s Office, Advice Office, Meeting Room, Reception Area and Community space plus 3 toilets

· Castle Vale Library plus 1 toilet and all corridor space

· Front entrance mat area between the glass opening doors.
Caretaker duties
· Set up cinema space and hire rooms including moving furniture (table and chairs) as required by the event calendar

· Take articles to and from storage as required by your line manager

· Fix posters etc. to walls as required by your line manager

· Look after any contractors on site to ensure that work is carried out as required by the organisation
Hours of Work
Hours will be delivered over 5 days via an agreed monthly rota
There will be some weekend (Saturday and Sunday) and late night working required in support of events in the Cinema / community space
Cleaning Tasks for all areas: -
· Check and empty bins in all rooms when on site
· Dust interview offices and community meeting room all surfaces - damp dust where appropriate
· Dust or damp wipe all window ledges, tops of filing cabinets as and when necessary

· Vacuum all office carpets at least twice per week and corridor once a week spot clean as necessary
· Clean all toilets and hand basins when on site in the Library, Main Office and Community area - 4 in total
· Wash floors in toilets and kitchen twice a week but spot clean in between as necessary
· Cleanse and wipe down all surfaces in kitchen area daily
· Clean all door glass vision panels weekly but spot clean in between as necessary
· Clean door window glass every three months and spot clean in between as necessary
Library space – vacuum carpet on Wednesday or Friday afternoons when library closed but spot clean as required on other days particularly around the front entrance area.
Community Space – vacuum carpet area and clean the hard floor area as required and dry dust the glass shelves to shoulder height twice a month. 
Person Specification

Educational Requirements

Good verbal communication skills

Experience

Experience of caretaking or building management or office cleaning in a mixed use site

Skills

Able to carry out minor repairs to furniture and fittings
Able to move furniture and equipment in and between rooms
Able to keep stock levels of cleaning equipment supplies updated and ordered as required

Personal Attributes
Good interpersonal skills
Flexibility around hours of work
Ability to use own initiative

Good time management

Ability to plan and manage own work effectively
Training

Training will be available to keep skills required up to date; a training plan will be devised to cover any areas that require refreshing or updating

Health and Safety

You must follow the company’s Health and Safety Policy and to also be aware of your own safety.  Should you see anything that you consider to be unsafe please report it to your line manager immediately.
Equal Opportunities

Understand and promote positively our Equal Opportunities policy and ethos

All cleaning materials and any DIY tools will be supplied by the company.  Keep a check on cleaning materials etc. and re-order via Jade Grieve
Undertake any other cleaning / caretaking duties as may be required from time to time. There is an element of climbing and /or ladder use required for this role.
Disclosure and Barring Service Check

Appointment subject to satisfactory enhanced Disclosure and Barring Service check.

Confidentiality
Will be required to read and accept our confidentiality policy.
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