

	Position:
	Valet and Environmental Operative (Driver)

	Job Family/
Grade/Level:
	Physical and Environmental Services/Grade 2/PES2

	Purpose:
	To undertake deep cleans of void properties and operation of asset tested hoovers/shampoo machinery.

	Summary 
of Role:
	Reporting to the Valet and Environmental Supervisor the main duties and responsibilities are:
· Undertaking deep cleans of properties in line with detailed work schedule; ensuring finished property meets cleaning standards in line with operating procedures

· Maintaining and cleaning properties, collecting and removing rubbish, trade waste, white goods, furniture and any other items identified in work schedule, using basic powered equipment and hand tools
· Uplifting and returning of keys to and from hospital wards, Social Work and City Building area offices or any other location stipulated by the customer for Valet and Environmental House Cleaning commencement 

· Liaising with administration staff to confirm clean status and completion of a tasks

· Being conversant with all standard operating procedures and relevant Health and Safety practices 
· Maintaining all allocated equipment and stock, and requesting replenishments as necessary

· Returning basic powered equipment, keeping them in good order

· Providing accurate and precise information utilising hand held technology
· Ensuring fleet vehicle is clean and maintained to a high standard

· Ensuring that checks are undertaken and recorded in vehicle log book, e.g. oil/water levels, checking tyres, indicators, lights and doors are in working order

· Completion of vehicle log book to recorded all journeys undertaken
· Co-operating with the introduction of new procedures and/or new equipment/technology associated with the role.

· Any other duties appropriate to the post in line with needs of the service
Note: - This is a summary of the role and may be altered to reflect the changing needs of the business.


	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
and Training
	· A current UK driving licence
	· Basic literacy and numeracy desirable but not essential
· Previous experience of work area/discipline, internal or external to GCC.
	( Application Form

( Certificates


	Skills
	· Plan and organise established allocated work to be completed within the allotted time and to standards
· Ability to instruct and guide colleagues in the distribution and conduct of work in the team
· Ability to assess, prepare and make work area available that is secure and safe 
· Can maintain facilities to given standards using hand power tools and equipment.
	
	( Application Form

( References

( Interview

( Assessment

	Knowledge
	· Can carry out daily checks and routine maintenance and adjustment of equipment 

· Can check stock of materials replenish as necessary
· Maintain accurate records as required in line with GCC procedures
· Report incidents encountered in work situations
· Is aware of COSHH, Health and Safety practice and procedures, impact of work on safety and possible risks 
· Collect public waste safely and efficiently in line with GCC procedures
· Has basic knowledge of the discipline, physical environment and nature of facilities maintained.
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	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Knowledge
Continued

	· Awareness of the work of GCC.
	
	( Application Form
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( Interview

( Assessment

	Other

	· Can demonstrate a high level of confidentiality at all times

· Shows an enthusiastic and positive manner

· Has an ability to work alone or as part of a team
· Demonstrates a flexible approach to the needs of the business

· Prioritises the needs of the customer.
	
	( Interview



	COMPETENCIES
	 SELF DEVELOPMENT (L1)
	SELF DEVELOPMENT (L1)
	EVIDENCE 

	Core Area:

Personal Effectiveness
	· Knows and understands the different aspects of your job

· Knows what results you need to achieve, and how to achieve them
· Keeps up-to-date with any changes in the skills and knowledge you need.
	· Comes up with new or different ideas and ways of learning
· You are aware of your own strengths, but also where you need to develop.
	( Application Form

( References

( Interview

	COMPETENCIES
	CUSTOMER ORIENTATION (L1)
	COLLABORATION (L1)
	EVIDENCE

	Core Area:

Providing Excellent Customer Service 
	· Treats customers fairly and consistently
· Provides a professional, polite and high quality service

· Sorts out enquiries and problems promptly
· Spots mistakes or problems and apologise for them.

	· You are open about your own needs, and listen sensitively to other people’s

· Works with other people to find ways of solving problems

· Works flexibly and you are happy to help other employees
· You back-up team decisions and support the aims of the team.
	( Application Form

( References

( Interview


	COMPETENCIES
	ATTITUDE (L1)
	ATTITUDE (L1)
	EVIDENCE

	Core Area:

Managing Change
	· You are happy to be told about new ideas and ways of working

· Tries to see the good things that change can bring
· You are aware of your own concerns when faced with change, and understand how other people feel about it too.
	· Tries hard to do things the new way, when things change
· You are able to cope with change and handle situations that seem unclear.
	( Application Form

( References

( Interview

	COMPETENCIES
	MOTIVATION (L1)
	MOTIVATION (L1)
	EVIDENCE

	Core Area:

Delivering Results
	· Knows what you are good at, and what role you prefer to play within a team

· Keen to do things, and to do them well.
	· Works steadily to meet your targets

· Sets new targets for yourself, once you have reached the old ones
· Enjoys a challenge.
	( Application Form

( References

( Interview
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