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Job Description

1.	JOB DETAILS		

	Job Title:			Cleaner and Health & Safety Assistant	

	Location:			Stafford Court, Dornoch

	Team/Directorate:	Customer Services					

	Responsible To:		Court Co-ordinator / Housing Officer

	Responsible For:		None
	

2.	JOB PURPOSE

To ensure a high standard of cleanliness within the Court, maintaining confidentiality of the Court and its tenants.

3.	KEY RESULT AREAS/PRINCIPLE DUTIES AND RESPONSIBILITIES

3.1 
· Interact professionally with all tenants, visitors and staff.
· Ensure any concerns with tenants/visitors are raised promptly with the Court-Coordinator / Housing Officer.
· Deliver and maintain a high level of cleanliness within the Court.
· Monitor cleaning supplies used and advise Court-Coordinator / Housing Officer when goods need to be replenished.
· Ensure any equipment used is correctly maintained/stored.
· Ensure any cleaning products/chemicals are used and stored correctly.
	3.2   Key Performance Indicators
· Ensure all common areas of the Court are kept clean.
· Ensue all duties completed are within the Associations Health and Safety Policy.
· Ensure engagement with personal development plans. 

3.3 Key Contacts – Internal & External
· Tenants / visitors to the Court
· Cairn Staff / Cairn Agents


3.4	Health & Safety
· Ensure that Health and Safety guidelines and fire regulations are strictly adhered to
· Comply with safe working practices as defined by Cairn Housing Group
· Complete online training as and when required 
· Take reasonable care for your own health and safety and that of others who may be affected by acts or omissions at work
· Report any accidents, incidents or near misses as soon as reasonably practicable.
· To ensure safety checks are completed and relevant online records kept up to date to ensure Legionella compliance.
· To ensure safety checks are completes and relevant online records kept up to date to ensure fire safety compliance.

3.5 	General
· Be aware of and adhere to Cairn Housing Group policies at all times
· Take part in progress/performance reviews throughout the year
· Cooperate with other Cairn Housing Group departments as required.
· Attend training courses and complete online training modules as required to meet the requirements of the post.
· Take responsibility for own personal development, seeking out opportunities to learn new skills.
· Undertake any other duties as requested by management which are reasonably deemed to be within the scope of the role.


3.6 		Other

· Apply the Cairn Housing Group values and behaviours to every aspect of the role at all times
· Promote and maintain the brand standards of Cairn Housing Group













JOB TITLE

Person Specification

	
CRITERIA

	
ESSENTIAL
	
DESIRABLE

	Qualifications and specific training



	

	Experience in a customer service role.
Experience in Microsoft packages - Word.

	Experience
	Experience in a similar role.
Working with people.

IT system Literacy (general)
	

	Knowledge

	Overview of H&S requirements.
	Experience of dealing with basic health and safety checks.

	Skills
	Be self-disciplined to be able to work efficiently under own initiative or within a team.

	

	Personal attributes




	Trustworthy
Communicate effectively
Compliant 
Courteous
Empathetic 
Respectful
Polite  
	

	Additional requirements





	
	




Job Description and Person Specification Agreement:

The above job description is not exhaustive but an indication of the duties the post holder may undertake and will be subject to review.


Post Holders Signature:					Date:


Managers Signature:						Date:
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