Norfolk Deaf Association (NDA)

Job description


1. Job Title:                 	Cleaner 

2. Responsible to:     	Receptionist/Administrative Assistant

3. Hours:			5 hours per week (worked over 2 days or 3 days, but 1 session must be between 5.30pm Friday & 8.30 Mon each week).

4. Salary:			£1898.00 pa /£7.30 ph, based on 5 hours per week 

5. Location:	120 Thorpe Road, Norwich, NR1 1RT

6. Job Purpose:

To carry out cleaning of offices, audiology clinic rooms, training room, kitchen, stationery room, reception areas and toilets in accordance with the weekly cleaning schedule.  To ensure that the cleanliness of the premises is maintained to the level of Norfolk Deaf Association agreed standards at all times and is undertaken in accordance with the Health and Safety and Hygiene requirements. 
 
7. Tasks and Responsibilities:

1. To undertake general cleaning and housekeeping duties, to include:
· Emptying of bins and disposal of recycling materials
· Weekly cleaning of all NDA spaces, including offices, audiology clinic rooms, training room, stationery room, reception area, kitchen and toilets
· Weekly dusting (and if necessary further cleaning) of the display cabinets, filing cabinets, shelving and computer screens
· Weekly sanitising of desks, keyboards, phones, door handles
· Weekly watering of plants
· Weekly hoovering throughout the NDA spaces
· Weekly mopping of kitchen floor and wiping of kitchen shelves and cupboards
· Monthly cleaning and polishing of doors / glass panels / windows/ skirting boards
· Monthly cleaning/ stain removal of chair fabrics.
· Quarterly cleaning/ stain removal of carpets

2. To ensure the security within Norfolk Deaf Association at all times and be familiar with emergency procedures.

3. To undertake the responsibility for stock control and ensuring that value for money in purchasing cleaning materials is secured.

4. To be responsible for managing cleaning equipment assets, including regular servicing and maintenance of the equipment.

5. To implement and adhere to Norfolk Deaf Association’s policies and procedures.

6. To ensure the structure, principles and ethos of the organisation are adhered to.

7. To implement and adhere to policy and practice in relation to health and safety in all aspects of the postholder’s work.  To adhere to the postholder’s own responsibilities to health and safety within the workplace, and to colleagues, service users and the general public.

8. To operate within clear professional and confidentiality boundaries and to work within the Norfolk Deaf Association code of conduct.

9. To incorporate Equal Opportunities policy and anti-discriminatory practice in all areas of work.

10. To work within established definitions of acceptable and unacceptable risks to carry out risk assessments and participate in risk management in accordance with Norfolk Deaf Association’s policies.

11. To participate in regular supervision, annual performance review.

12. To be responsible for own personal and professional development, to actively participate in identifying training needs and to be willing to undertake training where a need has been identified and agreed with the line manager, to ensure that an effective service is provided.

13. To be able to work some overtime hours as required.

14. To communicate in an agreed method with the line manager, highlighting any health and safety concerns or information that needs passing on.

15. To undertake any other reasonable duties as directed by the Receptionist/Administrative Assistant or the Chief Executive that may reasonably fall within the scope of the post.
















Person Specification

Criteria required by appointee to ensure job effectiveness:		E - Essential
D - Desirable

Education and formal training/qualification:

Good level of vocational education							E
Health & Safety training									E


Experience and Knowledge

Experience of cleaning facilities						 		E
Experience of working to tight schedules and juggling competing priorities		E
Knowledge of Health and Safety and Hygiene requirements				E
Basic knowledge of COSHH								D
Knowledge of issues facing service users						D

Skills and Abilities

Ability to uphold and implement Norfolk Deaf Association’s values and core 
policies, including Equal Opportunities  							E

Ability to communicate clearly both verbally and in writing				D
Have a non-judgemental, empathic attitude towards people with hearing loss	E
Ability to maintain confidentiality and professional boundaries in the workplace	E
Ability to follow standardised work processes accurately and exercise judgement 	
and initiative within designated areas of responsibility					E
Ability to work to a brief and participate as a member of a team			E
Ability to adapt to change and undertake self-development and training		E
Ability to work flexible hours								E
Ability to develop an understanding and knowledge of the organisation and	
the variety of services provided								D			
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