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PERSON SPECIFICATION

	Post:
	Valet and Environmental Supervisor

	Job Family/
Grade/Level:
	Community Facilities User Support/Grade 3/CFUS3

	Summary 
of Role:
	Reporting to the Transport Co-ordinator the main duties and responsibilities are:
· Supervising and motivating a team of Valet and Environmental Operatives

· Liaising with administration staff to ensure tasks are allocated appropriately and confirming clean status and completion of a tasks

· Communicating and liaising effectively with Internal and External customers to assess and cost Environmental Cleans in line with standard operating procedures

· Conducting risk assessments on properties to identify risks/hazards within  premises prior to service being undertaken and ensuring it is fit for purpose for the team
· Being conversant with all standard operating procedures for the service and Health and Safety practices ensuring the Valet and Environmental Operatives understand
· Inspecting the work carried out by the Valet and Environmental Operatives ensuring it meets cleaning standards

· Controlling equipment and stock within the Valet and Environmental House Cleaning Service and replenishing as necessary

· Undertaking Valet and Environmental Operative duties where necessary 

· Undertaking deep cleans of properties in line with detailed work schedule; ensuring finished property meets cleaning standards

· 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 

· Maintaining and cleaning premises, collecting and removing rubbish, trade waste, white goods, furniture and any other items identified in work schedule, using basic powered equipment and hand tools
· Ensuring the team return basic powered equipment, keeping them in good order.

· Communicating and liaising effectively with the public during work, answering any questions or exchanging information.

· Providing accurate and precise information utilising hand held technology
· Ensuring fleet vehicles are clean and maintained to a high standard
· Ensuring that checks are undertaken and recorded in the 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 & Training


	· A current UK driving licence
	· Appropriate SVQ Level 2 and/or equivalent professional qualification.
	( Application Form

( Certificates


	Skills


	· Provide a range of services, to users to help them make use of the facility
· Ability to allocate/co-ordinate straightforward, basic work to a team, under instruction to ensure work completed to set standards
· Ability to keep records of work, incidents, and other required information in the correct manner ensuring compliance with procedures
· Basic customer service skills 

· Make the facility available for use, safe and secure

· Will work within procedural framework, established work programmes and standards with limited discretion. 
	
	( Application Form

( References

( Interview

( Assessment

	Knowledge


	· Can set up equipment and facilities safely and securely for users and watch over its continued operation
· Respond politely and helpfully to enquiries 
· Monitor the work situation, respond to incidents and report back as necessary to relevant authority
· Ability to use work specific materials and equipment

· Knowledge of relevant COSHH, Health and Safety requirements
· Awareness of the work of Cordia. 
	
	( Application Form

( References

( Interview

( Assessment

	Other
	· 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
· Can demonstrate the ability to deal with confidential matters where appropriate. 
	
	( Interview



	Competencies
	
	
	

	Core Area:

Personal Effectiveness
	· Speaks clearly and calmly, and is tactful

· Good listener
· Makes sure that people have understood, and they know to pass the message on to others

· Sorts out information appropriately, and writes, or inputs, it correctly.
	· Knows what results need to be achieved, and how to achieve them

· Keeps up-to-date with any changes in the skills and knowledge needed

· Comes up with new or different ideas and ways of learning

· Joins in with any training required.
	( Application Form

( References

( Interview

	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 apologises for them.
	· Works with other people to find ways of solving problems

· Works flexibly and is happy to help other employees

· Backs up team decisions and supports the aims of the team

· Recognises and understands how people are different.
	( Application Form

( References

( Interview

	Delivering Results
	· Keen to do things, and to do them well

· Enjoys a challenge 

· Works well, even when time is short or things are difficult.
	· Does not mind being told when has done something wrong.
	( Application Form

( References

( Interview
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