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JOB DESCRIPTION

Job Title:


Premises Officer (based at Fellows Court)
Responsible to:
Facilities Manager 
Responsible for:
 Domestics Staff 
Overall purpose of the job: 
· To provide cleaning and laundry services as well as supervise the Domestic Team
· To provide general day to day Caretaking Services

· To ensure the compliance with all statutory, regulatory and external requirements
· To develop, motivate and manage the performance of the domestic team to optimise engagement and performance

· To ensure good client partnership relationships are maintained and enhanced 
· To work out of hours as on call for responsive repairs on a rota basis

No job description can cover every issue that might arise and the post holder is expected to carry out other duties from time to time, broadly consistent with those listed below.

Key responsibilities:
· To supervise the delivery of the day to day domestic and laundry services, ensuring that all work under taken is completed efficiently and promptly
· To manage and monitoring staff performance, ensuring all domestic and laundry shifts are covered
· To ensure the premises, equipment and furnishings are cleaned in accordance with the cleaning schedule, providing support to the domestics where needed

· To maintain stock of cleaning materials and consumable and to ensure that the stock is stored safely and all relevant data sheets are obtained and maintained in accordance with COSHH where applicable

· Maintain partnership working to ensure seamless service to customers
· To ensure the premises is safe at all times for tenants, services users, visitors and staff
· To represent the Association and its services externally  ensuring the Association’s professional reputation is maintained and enhanced

Domestic, Laundry and Waste Management

· Together with the Domestics respond to cleaning emergencies within the required response times, ensuring any spillages are speedily removed and cleaned in a safe and hygienic manner  
· Organise and carryout planned cleaning tasks
· To continually monitor cleaning practices to ensure compliance with procedures and best practice

· Together with the domestics ensure the safe use and maintenance of all cleaning and laundry equipment
· Ensure that clinical and ordinary waste is collected within laid down time scales 

· Liaise with the Laundry Domestic to ensure the laundry service is carried out in accordance with procedure to avoid cross contamination and loss or damage to residents clothes and linen. 
 General Caretaking Services
· Carry out daily inspections of internal  and external areas to ensure that the cleaning, maintenance and caretaking  standards  are maintained or improved and plan remedial work is actioned
· To ensure grounds are always clean and tidy, being free from dirt, litter, graffiti and accumulation of leaves and refuse areas and bins are clean and not over flowing
· To follow and carry out the Associations pest control procedures by monitoring, recording and reporting any signs of pests 
· Carry out routine caretaking checks such as water testing, fire point testing, and emergency light testing. 

· To carry out minor repairs to fixtures and fittings
· Respond to repairs requests generated by the Help Desk within the required response and rectification times; such as furniture repairs, unblocking toilets, painting works and replacing light bulbs
· Maintain stock of bulbs and sundries and ensure that accurate records of stock are recorded and maintained
· Being on ‘out of hours’ call out  on a rota basis one week a month 
· Clear snow and grit paths during bad weather periods.

Staff Management and Supervision

· Ensure that staff performance is managed effectively in accordance with procedures and identify individual training and development needs

· Address any staff underperformance, discipline or grievance issues in accordance with procedures

· Ensure all staff receives the appropriate support and training to safely carry out their duties.

· To manage Domestics and Laundry staff ensuring that the Associations Procedures are followed.

Health and Safety:
· Ensure the Association’s Health and Safety procedures regarding Safety at Work are consistently implemented and followed

· Carry out Fire Drills and complete fire book logs.

· Contribute to Risk Assessment activities and implement appropriate actions

Other:

· Undertake other duties as required by the Facilities Manager

· Monitor and liaise with Sub-Contractors ensuring good Health and Safety Practices are being carried out and quality of work is of high standard
Person specification:

Essential Qualifications and Experience:

· Previous experience of working in a contract cleaning or caretaking environment 
· Proven staff supervisory skills

· Driving license and vehicle owner
· Good understanding of quality service delivery and experience of working within strict service agreements
· Hand on, can do approach to work with a keen attention to detail and methodical work practice 

· Reliable and supportive of a charitable caring organisation’s aims and values

Desirable:

· Experience of contract compliance 

· Knowledge of maintenance or trades experience

· Experience of managing stock

· Good IT skills 

· Experience of managing staff within a similar environment

Competencies:
· The Premises Officer is expected to demonstrate a high level of proficiency in these areas:

· Understands customer needs and strives to exceed these and provide a caring, customer focused service
· Works openly and honestly with colleagues, customers and suppliers and treats others with respect

· Is a confident and persuasive communicator, able to engage effectively with a range of audiences to create clarity and understanding

· Is committed to achieve results personally and through others; sets clear objectives and works with determination and energy
· Takes all opportunities to learn and develop and supports others to do the same

· Is open minded, flexible and responds positively to change; focuses on improvements

· Manages time, resources and priorities effectively and flexibly
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