Job Description 

· Visit sites on a monthly basis, check the premises are being cleaned to the expected high standards and provide staff with feedback and training where necessary
· Covering  the Birmingham area
· Liaise with the client to ensure the standards are as expected and the clients are happy with the service being provided .
· Monitor stock levels and order supplies and equipment for sites. Deliver cleaning materials where required.
· Audit cleaning cupboards. Ensure all sites have the required health and safety documentation and policies.
· Equipment and vacuum checks
· Health & Safety Procedures
· Arranging holiday cover for unsupervised sites
· Cover cleaning as required
· Liaise with the operations manager 
· Document all information on to a laptop  
· Update the operations manager of each sites standards,  
· Any such duties that maybe required executing the procedure in hand to ensure a smooth operation
· IT Skills required for basic admin tasks
· Salary £20,000.00 PA depending on experience 
· Position available  October
· Experience of being a  Manager within the cleaning industry is essential
Expected start date: 30/10/2020
Job Types: Full-time, Permanent
Salary: £20,000.00 per year depending on experience 
Benefits:
· Company car
· Company pension
· Flexible schedule
Schedule:
· 8 hour shift
· Monday to Friday


Experience:
· Managing : 5 years (Required)
· Cleaning: 5 years (Required)
Education:
· GCSE or equivalent (Required)
Licence:
· Driving License (Required)




Personal Specification 

Skills & Experience 
 
· Knowledge and experience within the cleaning industry 
· Experience of managing a diverse staff team form all different background and with different barriers 
· Good communication skills/listening skills 
· Good computer skills 
· Excellent literacy skills 
· The ability to be able to work on their own initiative 
· Be a good team player 
· Have some knowledge of the cleaning industry 
· What can you bring to the company 








COVER LETTER

Dear Sir/ Madam 
I believe that I am the right candidate for this job because the skills I have allow me to adapt to any kind of environment .I have excellent customer service and communication skills and I am a determined, dedicated and motivated individual that strives to complete tasks to the best of my ability and to a high standard. I work well in a team and believe good team work allows a company to run smoothly.  A customer and a customer’s needs are very important to me because I believe without the customers, there wouldn’t be a business .
Also I have been working within the cleaning industry for over 15 years with progressive experience   so I have a good knowledge of all the different types of cleaning that can be offered to a company .if it’s carpet cleaning factory deep clean ect the list just goes on.
I do feel that I can bring a lot to your company with what I have learnt over the years .
 
Yours faithfully
Samantha Hughes 



Curriculum Vitae
Samantha Hughes
Email Address: samanthahughes159@gmail.com 
Phone Number: 07538657376 

 Personal Profile 
I am a keen and enthusiastic who can work independently or in a team. I’m from a hard working family and have all the traits and attributes you are looking for in an employee such as giving my full commitment to any task given and completing it, I am also a good listener ,can follow instruction, have excellent attendance and punctuality, have the determination and independence to motivate myself and other to achieve tasks. I am determined to reach and exceed my goals, regardless of the situation or circumstance. II also enjoy learning new skills and can easily adapt to different working environment in a short timeframe. I have the ability to fit into a position and be productive immediately and take a responsible towards work.

Key skills
· Confidence and leadership skills 
· Excellent and clear communication skills 
· Good computer literacy with excellent knowledge of all major office packages including word, power point and Excel 
· Retail and Business knowledge 
· Charismatic 
· Quick learner 
Education 
Secondary Education: GCSE’S
Perry Common Secondary School (1994-1999)

English: C                                  French: A  
Maths:   C                                  ICT: D
Science: D                                Media: D
Drama: A                                  Design Technology : D 

Professional Qualifications 
NVQ level 1 Health & Social care (pass)
NVQ level 2 Health & Social care (pass)
NVQ level 3 Health & Social care (pass) 
NVQ Level 3 Award in practical cleaning skill (pass)
Level 1 Work with others and follow reporting procedures (pass)
Level 2 Make sure your own actions reduce risks to health and safety (pass)
Level 2 Communication effectively in the workplace (pass)
Level 2 Develop yourself in the job role (pass)
Level 2 Clean and maintain internal surfaces and areas (pass) 
Level 2 Deal with routine waste (pass)
Level 2  Clean washroom and replenish supplies (pass)
Entry 3 Clean and maintain washrooms
Entry 3 prepare, dry sweep and damp mop floor surfaces (pass)
Entry 3 prepare and suction clean floor surfaces (pass)
Frist aid course (pass)
Bio Hazard (pass) 

Career History 
JPC services Dec (2018- Present)

· Assisting with the day to day cleaning of the site 
· Ordering of stock 
· Cleaning down door and skirting boards 
· Making sure to building is locked up safe and secure 
· Unloading and reloading of dishwasher 
Genie Cleaning Services (July 2017-2018) 

· Working at various locations as required 
· Doing appraisal with staff 
· Over see staff work that it’s up to the standards of the company 
· Giving on the job training to staff 
· Supervising staff on all site in different locations 

Officlean  (Oct 2015-2018)

· Liaison cards to be signed by company representative,
· Monitoring the quality of the cleaning service provided on sites under their control i.e recruitment, training and supervisor of all cleaning personal on sites under their control.
· Taking responsibility and ensure that all contracts are covered for cleaning services in the absence of operatives either by relief cleaners or as a last resort I would do it myself 
· Disciplinary control of cleaning operatives.
· Budgetary controls of stores.
· Collating all necessary documentation for new starters and control of wage sheets, making sure sheets are accurately and carefully completed. 
· Site documentation and traceability records.
· Ensuring that my corrective action necessary is effectively carried out .
· Responsible for training of cleaning in all aspects of iso 9001:2000 and iso 14001
· Procedures to cover work on additional areas in the event of absenteeism. 
· To undertake cleaning duties as required.
· To undertake any request by director operations or company secretary.

Adept Cleaning Service (Feb 2015 – Oct 2015)
· Assisting with the day to day cleaning of the site 
· Cleaning, stocking and suppling designated facility areas ( dusting sweeping ,vacuuming mopping, cleaning ceiling vents, restroom cleaning ect )
· Performing and documenting routine inspection and maintenance activities. 
· Carry out heavy cleaning tasks and special projects.


Manor House Senior Carer  ( May 2011- June 2014)

· Supporting individuals elderly clients with day to day living in a residential setting 
· Meeting service users to discuss risk assessments and review care plans.
· Checking that the care workers are doing the task that  was giving to them.
· Liaising with relevant professionals such as doctors, social workers, psychiatrists, manager and other senior members.
· Administer service users medication and document  

The Robert Clinic Care Assistant 
· Helping in the theatre with setting up equipment 
· Working alongside the theatre manager helping to get the equipment that the manager needs to carry out the job in hand 
· Assisting doctors with help in moving the lights around so that they can get a better view to carry out  the task 
· Also holding the scan machine for the doctors so they could see the picture more clearly on the screen 
· Making sure that all label of any products was documented with the date name and expiry date.

Jaguar Land Rover Escort ( March 2013-Sep 2013)
· My job role was to deliver cars from one location to other location 
· To check that the cars had no  marks on them or scratches so that they was ready for the next customer or ready to be shipped out onto the train and to a different location or company. 

Carewatch senior carer ( Oct 2007- May 2011)
· Supporting individuals elderly clients with day to day living in a residential setting 
· Meeting service users and their family to discuss risk assessments and reviews care plans and service user’s needs.
· Spot checks on the care workers and making sure the services user is getting the correct care and service that they need form are care workers. 
· Liaising wit relevant professionals such as doctors, social working, psychiatrist’s manager and other team members. 



Bright House Store Assistant 
· Dealing with general public within taking payments 
· Taking new orders for customers when they want to buy something new from the store 
· Checking new client’s references 
· Cleaning of the store at end of shift 
· Inputting information into the system for new clients 
· Checking clients accounts are up to date if not then give them a call to find out when  payment would be paid and the reason for not making payment on time  

Future Health & Social Care (Aug 2005-June 2006)
· Working with adults with challenging behaviour and mental health .
· Provide support with day to day living.
· Arrange social outing and trips
· Administer required medication & escort to medical appointments
· Preparing meals at meal time 

Holiday Inn Hotel Housekeeping/ Waitress ( Oct 2000 – July 2005 )
· Responsible in the smooth running of the restaurant by taking orders & serving the food on time 
· Booking quest tables at the required time 
· Providing efficient bar services 
· Ensuring the rooms were maintained to a  high standards of the cleanliness in order to ensure full customer services 
· Providing room service to customers 
· Filling up the mini bars 
· Managing any special request that customers had 

Spectrum Oder Picker ( Sept 1999- 2000)
· Order picking clothing items for retail stores such as Next, Top Shop Wallis, Burtons ect 
· Ensure the items were put in relevant packaging and labelled accurately 
· Loading packaged items on delivery vans 

Hobbies & interests 
· Include socialising with friends, which include going out for drinks on the weekend 
· Like going out for day trips 
· Enjoy spending time with my daughter ,and my godchildren  going on holidays 
· Enjoy having a good sing song on a karaoke 
· Like going for walks in the park 

REFERNCES AVALIABLE ON REQUEST 




 
   



