
	JOB DESCRIPTION

	Job Title
	Cleaning Manager

	Department
	Children’s and Community Services  

	Grade
	C 

	Location
	Barbican Estate Office

	Responsible to
	Estate Services Manager

	Responsible for
	4 Supervisors


Purpose of Post

To manage the Cleaning Department with the object of ensuring that the Barbican Estate is maintained to a high standard in line with the residents’ Service Level Agreements and Key Performance Indicators 
Main Duties & Responsibilities

1. Responsible for the management of 4 Cleaning Supervisors. Overall responsibility for the recruitment and selection, performance management, discipline, capability procedure, grievances, absence management, standard setting meetings and staff appraisals for the Cleaning Department.

2. Management and Training of a team of 4 Cleaning Supervisors with responsibility for their own Group of 8/9 cleaners and allocated areas.

3. Overall responsibility for training and overseeing the arrangements internally and externally for the Cleaners training and development including induction, mandatory, NVQ and Skills for Life courses.

4. Identifying areas requiring changes of approach or improvement concerning internal procedures for the Cleaning Department in conjunction with COL Policy & Procedures and in liaison with HR.

5. Liaising via telephone, emails and correspondence with residents and House Groups on cleaning matters. Management of the procurement of wildlife control and overseeing the supply and distribution of window boxes.

6. Managing and overseeing the delivery and distribution of internal and external mail to residents via the Supervisors and ensuring invoices or Internal Departmental Recharges are raised.

Performance Management

7. Site and Block Inspections with Supervisors to check standards are improved - monitoring and actioning any changes required to exceed Key Performance Levels and standards as set out in the Service Level Agreements. Management and Monitoring of Cleaning and Window cleaning Key Performance Indicators by collecting and presenting data for Departmental Business Plan.

Procurement

8. Monitor and control the devolved budgets relating to cleaning and window cleaning. The management and overseeing of the procurement of cleaning materials, equipment and machinery including maintenance, servicing, approving repairs, licensing, training and certification for use of machines. Monitoring and analysing the cleaning services budget and periodic stock takes, including Internal Departmental Recharges, providing quarterly budget figures for end of year reporting in accordance with audit guidelines.

Contract Management – Window Cleaning Service

9. Responsibility for managing the Estate window cleaning contract. Site and Block Inspections with Supervisors to check standards are improved - monitoring and actioning any changes required to exceed Key Performance Levels and standards as set out in the Service Level Agreements. Responsibility for Managing and Chairing the weekly window cleaning meeting. Assisting in tendering process for window cleaning contract – assisting with the 6 monthly and annual review of the contract.
Health & Safety

10. Managing Health & Safety for the Cleaning Department including the use of machinery, equipment and cleaning materials for internal and external customers, adhering to COSSH regulations, wearing appropriate protective clothing, accident reporting and risk assessments to ensure compliance with good health and safety practice. To manage the procurement and issue of personal protective equipment (PPE) to staff ensuring that it is fit for purpose and, where necessary, tailored to the wearer. To manage recording systems to monitor the procurement, issue and replacement of PPE . (For procurement and use of equipment – the Provision and Use of Work Equipment Regulations are applicable and central Procurement Guidelines must be followed.)

11. Reviews health and safety training for staff to ensure consistent safety standards, levels of competency and compliance with health and safety legislation within the department. Review contractors and external providers of service health and safety policies, method statements and plans, manage the monitoring of contractors to ensure that they operate in a safe manner. Managing external contractors’ Health and Safety requirements, including the annual eyebolt testing, biannual testing for abseil eyebolt testing and risk assessments. Managing the Cleaning Department’s Health and Safety requirements in terms of the identification, monitoring and reporting of defects in the communal residential blocks in liaison with the Technical Services Divisions.

General
12. To assist the Car Park and Security Manager from time to time as and when necessary with the recruitment and selection, performance management, discipline, capability and absence management of their Concierge staff. 

12. Actively seek to implement the City of London’s Occupational Health and Safety Policy in relation to the duties of the post, and at all times give due regard to the health and safety of both themselves and others when carrying out their duties.

13. Actively seek to implement the City of London’s Equal Opportunity Policy and the objective to promote equality of opportunity in relation to the duties of the post.

    14. To undertake any other duties that may reasonably be requested appropriate 

          to the grade.
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