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Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	Cleaning Supervisor


	Service:
	Assets and Property Services


	Team:
	Facilities


	Location:
	The Burys, Godalming, Surrey, GU7 1HR


	Reporting to:
	Facilities Supervisor


	Responsible for:
	Office and Corporate Cleaning. Comprising of, 5 evening office cleaners and 3 members of staff working on external contracts. The numbers of cleaners to be supervised can vary over time, there are currently 8 in total.


	Our Organisational Values 

	[image: ]Collaboration



	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.


	[image: ]Wellbeing

	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.


	Trusted
[image: ]
	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.



	Value for Money
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	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.


	
Professionalism
[image: ]
	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.We listen to all concerns and ideas. We benchmark our performance and always strive to improve.

	
Principal purpose of the role

	To supervise a team of cleaning staff to clean the Central Offices to the standard agreed in the cleaning specification 
To supervise cleaning staff to clean other corporate areas around the Borough as required to the standard agreed in the cleaning specification, including community rooms, locality offices and the public areas of various tenanted properties.
To supervise staff working on external contracts
To cover or arrange cover for cleaners holidays etc


	Main duties and accountabilities

	· Responsible for the supervision of the cleaning staff and allocate tasks and priorities as necessary.
· Provide effective supervision for cleaners based off-site working on the housing stock, external contracts and other corporate property and to cover the cleaning when needed
· To manage the systems of operation agreed and laid down for the cleaning  of the Council Offices, Civic Suite and Annex Buildings
· To manage the systems of operation agreed and laid down for the cleaning  of the Council’s corporate property and external contract work as required
· To train and instruct the cleaners (individually if necessary) on the methods of cleaning safely and efficiently the areas for which they are responsible.
· To inspect and supervise the standard of cleaning for each cleaner ensuring that a high standard of cleaning is maintained throughout 
· To administer the signing in and out of registers and security cards, recording any absenteeism, lateness, lost card, misdemeanors etc. and reporting these to the Facilities Manager.
· Under the guidance of the Facilities Supervisor to take immediate, appropriate action on misdemeanors, inefficiencies, persistent lateness, unsafe practices, infringements of operation or other concerns adversely affecting the cleaning contract and to report, immediately, any of the above to the Facilities Manager.
· To apply all Health and Safety Regulations, COSHH and safe methods of cleaning as laid down by the Safety Officer.
· To wear the uniform and security card provided by the Council as a means of identification.  To wear any protective clothing, gloves or footwear provided to carry out cleaning tasks.
· To ensure that all equipment and materials used are safe and maintained regularly as contracted by the Manager.
· To keep equipment and cleaning materials stock up to date.
· Business Continuity 
· Play a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.
· Health and Safety
Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required




	

Dimensions of the role

	
To supervise the cleaning  team to clean to the standard agreed in the cleaning specification in a range of diverse sites across the borough and provide cleaning support to the main Council offices during the day and in the evening.
To provide cover when needed across all sites.



	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	
Responsible for the day to day supervision of the cleaning team, allocating work, ordering supplies and ensuring standards are maintained in multiple locations
First point of contact for dealing with day to day staffing issues
Facilities Manager available for advice and direction and to deal with more complex management issues.


	Planning/Organising/Controlling

	· Planning day to day cleaning of main offices, corporate property and external contracts as necessary.
· Keep control of cleaning materials and equipment


	Customers and Contacts

	Internal
Staff and Councillors
External
Members of public in office and corporate property


	Service/Team Structure

	
                                          Facilities Supervisor

                                         Cleaning supervisor


Office Cleaners x 4                                                           External Site Staff x 2





PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria within their application form to be shortlisted for this role.

	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience
	Literate and Numerate
	A/I
	 
	

	
	Previous experience in a cleaning role
	A/I
	
	

	Knowledge /Technical Skills

	 Supervisory skills
	A/I
	
	

	
	
	
	Knowledge of COSHH regulations, risk assessments and manual handling
	A/I

	
	
	
	Knowledge of Safeguarding
	A/I

	Communication

	Effective communication skills
	A/I
	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	
	

	Team Working

	Ability to work as part of a team
	A/I
	
	

	Managing self and others

	Ability to manage cleaning team at multiple locations to a high standard
	A/I
	
	

	
	Ability to work unsupervised
	A/I
	
	

	Can do approach / 
	Commitment to the provision of a quality service
	A/I
	
	

	
Special Requirements*


	Full driving license	and use of a vehicle
	A/I

	
	


* Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle 

How assessed
A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment


	
For Official Use only

	Job title:
	Cleaning Supervisor
	Post no:
	AM90

	Service:
	Customer and Corporate Services
	JE score:
	162

	Team:
	Facilities
	Pay band:
	10

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	Part time
 20 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	1
	

	
	Customer Service:
	1
	

	
	Team Working:
	1
	

	
	Managing Self and Others:
	1
	

	
	Can do approach/Results
	1
	


	Reviewed By:
	Facilities Team Leader
	Date:
	February 2025

	Checked in:
	HR …?
	Date:
	February 2025

	Last Updated:
	February 2025
	Date:
	



1 | Page

image1.jpeg
OOOOOOOOOOOOOO




image2.png
B




image3.png




image4.png




image5.png




image6.png




