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JOB DESCRIPTION


Position:		 Cleaner

Hours:	2.5 hours per day, Monday to Friday, are required to cover duties and   responsibilities. To finish before customers arrive at 9 am.

Responsible To:	 The Centre Manager 
Requirements:	The Cleaner needs to be efficient, punctual and well organised as well as polite, reliable and trustworthy. It is important that the Cleaner has good physical fitness as the moving and lifting of furniture is required and is able to prioritise tasks and pay attention to detail. The ability to work unsupervised, as well as being self-motivated is essential. 

The Cleaner must consent to having a DBS check before being appointed to the position.

1. Overview of responsibilities

To provide the Denmead Community Centre (DCC) with an efficient and effective 
cleaning service, to ensure that the cleanliness and general appearance of the buildings and surroundings are maintained in accordance with the required standards.

To liase with the Caretaker and be responsible to the Centre Manager.	

Daily duties:

· Clean all toilets in Main Building, Annexe and beside outside storage facility
· Hoover all carpeted areas
· Empty all rubbish bins and replace bin liners as required after cleaning bins
· Clean Ella Bendall and Annexe kitchens - sinks, worktops, cookers, microwave, fridges, cupboard doors and floors
· Replenish consumables, e.g. washing up liquid, soap, paper towels, kitchen rolls as required, via the Centre Manager
· Put out clean tea-towels in the Ella Bendall and Annexe kitchens and launder used ones
· Dust / clean as required all tables and worktops in the Main Foyer
· Check that table tops, in all rooms, are clean
· Liaise with Caretaker to monitor and replenish all janitorial supplies as required, via the Centre Manager e.g. toilet rolls, soap, and paper towels.




Monthly duties:
· Check all corners, skirtings / ceilings for cobwebs / clean pictures / wipe paintwork
· Work through all accessible cupboards and drawers to clean interiors
· Pull out fridge and freezers to clean behind and under in the Ella Bendall and Annexe kitchens
· Door / windows in Barn Green Room
· Porch Annexe / front sign / glass door
· Dust / clean all window sills throughout the building
· Clean all collapsible tables in Barn Green, Ashling Hall, Anmore and Shrover room
· Wipe / clean, tops, floor and tiled areas in the President’s Kitchen.

4.     	Payment and Holidays
· While the 12.5 hours are flexible during the week (working more than 2.5 hours on any given day if the need arises, for example after a very busy weekend of activities, and less on more quiet days when there is less to do, to keep within your 12.5 hours) early starts are desirable to complete duties prior to customers arriving. When additional hours are required, overtime will be paid. All hours should be reflected on the weekly time sheet.

· Wages will be paid monthly, one month in arrears.

· The holiday period runs from 1st January to 31st December and any holiday leave should be agreed with the Centre Manager. Holidays may not be carried over from a previous year. Any holiday period of 10+ working days must be authorised by the Centre Manager, in advance of being booked.
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