Care & Repair Cymru

Job Description

POST:



Cleaner

RESPONSIBLE TO:

Corporate and Office Services 
GRADE:


NJC 4-7 Spinal Point £11,577 - £12,291 pro rata
HOURS:


Part Time – 8 - 10 Hours per week, Mon - Fri
OBJECTIVES OF THE POST

· To maintain a high standard of cleaning throughout the National Office

TASKS

· To vacuum throughout office

· To wash floors in kitchen and toilet area
· To dust and wipe down all window sills, ledges and skirting boards at regular periods
· To empty all office waste paper bins and place rubbish into black bags 

· To empty black bags in external communal bin

· To dust and polish desks, filing cabinets and external surfaces if clear of papers

· To dust computers and work stations if not in use

· To regularly clean telephones

· To check if boardrooms have been used and clean as necessary.

Toilets

· To ensure toilets and toilet handles are cleaned and disinfected 

· To ensure all sinks are cleaned regularly
· To change towels where necessary and place in a plastic bag for Office Manager
· To empty general waste paper bin from toilets
· To ensure an adequate supply of toiletries i.e. soaps, toilet rolls, is available at all times

Kitchen

· To clear and wipe all surfaces

· To ensure crockery is washed and placed tidily in cupboards

· To clean and defrost fridge at regular intervals

· To clean out cupboards

· To clean microwave 

· To empty kitchen bin and place in black bag for transfer to external communal bin

General

· To be as non-intrusive as possible when meetings may be in process

· In particular, when using the vacuum cleaner to be aware of staff who may be using the telephone 

· To list any cleaning materials/ supplies needed 

· Not to remove any electric plugs from sockets without permission
· Any other reasonable task requested from time to time.   
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