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Job title:    	Central Office Housekeeper	
					
Grade:           3

Hours:           10 hours per week, term time only (flexible working required)

Reports to: 	Director of Education

Main Job purpose

The Central Office Housekeeper plays an important role in maintaining a clean, safe, and professional environment within the Multi Academy Trust’s central offices. In addition to day-to-day housekeeping and cleaning duties across office, meeting, and communal areas, the postholder supports the effective delivery of Trust-wide meetings and training events by preparing rooms, maintaining hygiene standards, and ensuring facilities are set up and cleared in a timely manner.  The postholder will also be required to collect consumables for events.  The role contributes to health and safety, safeguarding, and the smooth operation of the Trust’s central functions, creating a welcoming environment for staff, visitors, and external partners.

Main Responsibilities and Duties

· To ensure that all areas of the central office are cleaned to a high standard, including offices, corridors, training rooms and communal spaces.
· To support the Director of Education with training events in setting up and clearing, including the purchasing and collection of consumables for training events. 
· To use all cleaning materials and equipment in a safe and proper manner and in accordance with any instructions and specifications provided.
· To maintain checks on stocks of cleaning materials and to notify the appropriate manager of requirements.
· To co-ordinate the reporting of any deficiencies in cleaning equipment, perceived workplace hazards, or any other problems identified by cleaning staff.  To complete such documentation, in line with existing policy and procedure.  To report the breakdown of any cleaning equipment or any perceived hazards in the workplace to the Head of Estates.
· To follow health and safety procedures, including COSHH regulations. 
· Work collaboratively with site and admin teams to support the smooth running of the central team. 

Knowledge and Skills
· No formal qualifications.  Previous experience in basic cleaning methods and use of associated materials and equipment is desirable. 
· Initial training in basic cleaning methods and the use of associated materials and equipment.
· A full UK driving licence and access to a vehicle

Supervision and management

· The postholder will often be required to work without direct supervision.  Supervision will be present where necessary.

Problem solving and creativity


Resources

· Cleaning equipment, e.g. machines and chemicals will be used regularly to undertake duties.  Training and appropriate personal protective equipment will be provided.

Working environment

· Busy office environment
· In addition to the cleaning tasks, some lifting is required.  Routine cleaning may include the movement and handling of cleaning equipment, machinery and furniture.

Contacts and relationships

· Regular contact with the central team.  General contact with other Trust staff and Trustees.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Trust in relation to the post holder’s professional responsibilities and duties.  Elements of this job description and changes to it may be negotiated at the request of either the Director of Education or the incumbent of the post.
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