Cleaner in Charge — Job Description

Employer: Heanor and Loscoe Town Council

Location: Various Council-managed buildings (e.g. Town Hall, Old Fire Station,
Wilmot Street centre)

Hours: 10 hours per week

Responsible to: Town Clerk

Responsible for: 3 part time caretakers/cleaners
Salary: £13.26 per hour

Overall Purpose of the Role

To ensure that Town Council buildings are maintained to a clean, safe, and hygienic
standard, while taking responsibility for cleaning routines, ordering supplies, and
ensuring the cleanliness and security of the premises.

Key Responsibilities
1. Cleaning Duties
o Carry out daily and weekly cleaning of all designated areas, including offices,
public areas, meeting rooms, kitchen facilities, corridors, toilets, and entrances.
 Vacuuming, sweeping, mopping, dusting, polishing, and emptying waste bins.
 Cleaning and sanitising toilet and washroom facilities.
 Ensuring all cleaning tasks meet required hygiene and safety standards.
2. Supervisory / ‘In Charge’ Duties
o Take responsibility for organising cleaning routines and ensuring all areas are
covered within available hours.
 Maintain cleaning supplies, stock levels, and order replacements as required
(with approval).
» Report any maintenance issues, damage, or security concerns to the Town
Clerk.
o Ensure safe and proper use of cleaning materials and equipment.
3. Health, Safety & Security
o Ensure all work is carried out in accordance with health and safety regulations.
o Follow COSHH guidance when handling cleaning chemicals.
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o Secure the building when required, including locking/unlocking premises and
setting alarms.

e Keep records of accidents, hazards, or near-miss incidents.

4. General Duties
o Attend training as required by the Town Council.

 Liaise politely and professionally with councillors, staff, hall users, and
members of the public.

e Undertake any other reasonable duties relevant to the post.

Heanor & Loscoe
Town Council

Working for a better community
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