
JOB DESCRIPTION 
 

 

ROLE OVERVIEW  



 

• Provide information and assistance to students, staff, and visitors. 
• Handle inquiries and resolve issues related to accommodation and facilities. 
• Manage front desk duties, including mail and package distribution. 
• Conduct regular safety and security checks, including fire alarm tests. 
• Report and coordinate building maintenance and repairs. 
• Clean academic and residential buildings to a high standard. 
• Replenish janitorial supplies and empty waste bins (general and recycling). 
• Operate cleaning equipment, including floor buffers and carpet machines. 
• Respond to reactive cleaning needs (e.g., spillages). 
• Maintain administrative records (e.g., key logs, cleaning schedules). 
• Support check-in/check-out processes and room assignments. 
• Assist with deliveries of cleaning supplies and equipment. 
• Report emergencies, building defects, and welfare concerns promptly. 

• Strong interpersonal and communication skills. 
• Ability to follow written and verbal instructions. 
• Experience in customer service, cleaning, or facilities support. 
• Proficiency in using cleaning equipment and basic administrative tools. 
• Ability to work independently and as part of a team. 
• Attention to detail and a proactive attitude. 
• NVQ Level 1/2 in Cleaning Science or BICS (desirable). 
• Knowledge of COSHH and basic health & safety practices. 
• Conflict resolution and basic maintenance skills (desirable). 
• Multilingual abilities and familiarity with university environments (desirable). 

• Deliver high-quality customer service and support. 
• Maintain professionalism, reliability, and punctuality. 
• Uphold cleanliness, safety, and presentation standards. 
• Respond effectively to emergencies and resident concerns. 
• Work collaboratively with colleagues and university staff. 

• Flexibility to work varied hours, including early mornings, evenings, and weekends. 
• Ability to manage multiple responsibilities in a dynamic environment. 
• Physically able to move loads up to 15kg safely. 
• Willingness to work additional hours during peak periods (e.g., summer vacation). 



 

• Adhere to all health and safety policies and procedures. 
• Use personal protective equipment (PPE) and equipment correctly. 
• Report hazards, incidents, or training needs to supervisors. 
• Ensure safe handling of cleaning chemicals and equipment. 

• Full-time role based across academic and residential buildings. 
• Monday to Friday, with flexibility for shift work and occasional weekend coverage. 
• Hours typically fall between early morning and late afternoon, depending on operational needs. 

 


