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JOB DESCRIPTION AND PERSON SPECIFICATION
Job title:

Cleaner 
Responsible to: 
Head of Housekeeping
Job Description

Job Purpose:


1. To be responsible for all cleaning and housekeeping responsibilities

2. To work alongside staff cleaning team

3. To account for the laundering of sheets, duvets & towels

4. To ensure the hostel is kept in a clean and tidy state 

5. To ensure that windows are appropriately clean and that nets and curtains are maintained, tidy and clean

6. To undertake any other duties deemed appropriate to this role in terms of general housekeeping

Main Responsibilities:

· To liaise with the Head of Houskeeping with regard to cleaning and housekeeping.

· Day to day supervision of all cleaning personnel (performance monitoring, conflict resolution, disciplinary and grievance issues, holiday/sickness/leave authorisation.

· Attendance at weekly senior staff meetings.

· To check on a daily basis the standard of cleaning around all areas of relevant operation.

· To provide an efficient and accurate laundry and cleaning stock and quality control.

· To work within a set budget as provided by the Deputy Chief Executive.

· To purchase all stock required for cleaning and housekeeping duties and to liase with all relevant suppliers in the course of this responsibility.
· To check in all cleaning, housekeeping and some maintenance supplies.
· To authorise all invoices in respect of cleaning and housekeeping materials.
· To provide a laundry service to YMCA residents in liaison with the Support Team.  To check in all new laundry, and to check out all laundry to be cleaned.

· To report on any activity that conflicts with the aims and purposes of the YMCA as it affects cleaning and housekeeping duties.

· To undertake random checks of cleaned areas and to report if during these checks there is clear evidence of illegal use of drugs, substances or alcohol on the premises and to report such activity to the Support Team.

·  To ensure that the workplace relevant to cleaning and housekeeping, and maintenance are conforming to the YMCAs policy on Health and Safety and to report any breaches to the Deputy Chief Executive.

· To ensure that appropriate records (logs) are maintained relative to cleaning and housekeeping and to report any complaints that have been noted.

· To liaise with the Maintenance Manager in reporting all matters whereby cyclical repairs, maintenance and decoration is required.

· To observe the YMCAs policy on Data Protection and Code of Confidentiality.

· To undertake any other responsibilities requested in the delivery of the Associations operations inline with the role of Housekeeper. 

· To work under the auspices of the YMCA Health & Safety Policy guidance as detailed in the Staff Handbook.

Customer Care:

· Exercising politeness and respect on every occasion, remembering that you are an Ambassador of the Birkenhead YMCA.

· Providing an excellent level of customer care to both internal and external customers, seeking to exceed their expectations in the service provided.

· If unable to help, excuse oneself whilst consulting an appropriate person that can help.

Relationships:

Internal 
 The worker will be part of the staff team and work with other staff, volunteers and residents.  S/he will be line managed by the Head of Housekeeping/Deputy Chief Executive.  

External
The worker will be expected and encouraged to develop good relationships with those to whom he/she comes into contact with in the course of his/her work.

Person Specification:
Qualifications: None specific to this post, previous housekeeping positions would be an advantage.
Experience: Have at least one year’s experience in cleaning/housekeeping duties.  
Experience of working within the care sector would be an advantage but not essential.

Knowledge:

· Stock management

· Quality Control

· Health & Safety

· Supervision of Staff

· Cleaning/Housekeeping duties

Abilities & Skills:

· Excellent communication skills, both written and verbal

· Ability to apply policies with sound judgement as detailed in the staff handbook

· Advocacy

· Negotiation skills (Persuasion/Discretion)

· Basic administration and record keeping

· Assertiveness, non-confrontational attitude to the job and to other colleagues 

· Good customer services

· Ability to work as part of a team

· Ability to work responsibly, and under ones own initiative without close supervision (but within the parameters of the Birkenhead YMCA policy guidance and the Staff Handbook)

· Able to prioritise conflicting demands with good humour

· Caring and sympathetic nature

Probationary Period:
The successful applicant will be subject to a probationary period of six months.  By the end of the probationary/assessment period the successful applicant must be able to demonstrate her/his competency in the following:

· Generic competencies for effective provision of a service to support clients with substance misuse and homelessness issues.

· Core competencies for this job (probation and beyond)

Leave Entitlement:

Four weeks per year (leave year runs from 1 April-March 31) which under normal circumstances would not be taken within the first six months of employment.  Plus statutory (public) holidays.  Special permission is to be sought for staff wishing to take more than two weeks holiday together.  Holidays must be accrued before taken, seek advice from the Accounts Administrator if in doubt.
Sick Provision:

Please refer to the details as outlined in the Staff Handbook.

Pension Entitlement:
YMCA Wirral provides access to a stakeholder pension scheme to staff who have been confirmed in their post.  Staff are encouraged to join this. YMCA Wirral will contribute up to 5% of a member of staff’s salary.  Details can be requested through line managers, or personnel.  

A contracting out certificate under the Pensions Schemes Act 1993 is not in force in respect of this employment.

Notice:

Employment may be terminated by the worker or YMCA Wirral giving one complete week’s notice in writing at any time during or at the end of the probationary period.  Thereafter the requirement is to give or receive one month’s (or the statutory minimum, whichever is greater) written notice of termination.  Under normal circumstances you are required to work your notice period.  However the YMCA, Birkenhead has the right to ask you not to attend work during your notice period.
In Service Training:
The worker will be expected to participate in all training opportunities to enhance their own knowledge of the work and to support the YMCA in the shaping of the YMCA operations in the future.

Non-Smoking Policy:
A non-smoking policy operates in all shared workplaces and the successful candidate(s) will be expected to comply with this.  
Place of work & Environment:

Work will be centred at the YMCA premises at 56 Whetstone Lane, Birkenhead.  However it may be necessary to travel to other areas from time to time.  Travel expenses will be paid at the appropriate rate.

The YMCA Wirral is a Housing, Youth and Community led organisation with the availability to house up to 56 homeless people some of whom may present drug/alcohol/mental health problems and accordingly require intensive management.  Ensuring external service users and visitors are safe and happy in YMCAW environment is a responsibility to all staff and volunteers and vigilance is required at all times.  

This is a demanding position, but this is both recognised and supported by the management team and accordingly responsibilities and decision-making are shared where necessary.  The worker may needs to exercise patience and understanding towards clients who have special needs.  From time to time, clients may present behaviour that is of a confusing nature and in this event all efforts should be made to gain immediate advice from the Duty Support Workers who will instigate procedures relevant to fast track access to emergency mental health support services.

Career Opportunities

Birkenhead YMCA t/a YMCA Wirral are committed to providing opportunities for all staff to develop their careers within the organisation.  YMCAW offers all staff the opportunity to extend their knowledge and expertise by undertaking continued professional development delivered either in-house by our own Learning and Development Centre or by undertaking training externally. 

Many of our managers have started within the organisation as trainees and over the years have developed their skills and experience, progressing to management level.

As this is a new and developing post, it is expected that the post holder will be prepared to relinquish and/or undertake further appropriate responsibilities as may be necessary under the overall remit of this job description.
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