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QUAKERS IN BRITAIN
JOB DESCRIPTION  
	JOB TITLE:

      Cleaning Assistant
REPORTING TO:
      Cleaning Team Leader
RESPONSIBLE FOR:     N/A. 
DEPARTMENT:
    Hospitality 
DATE:


    March 2026


Job Purpose 
To support the smooth running of the cleaning service at Friends House by maintaining offices, corridors, public areas, and other spaces to the highest standards of hygiene, cleanliness, and comfort. This role contributes to creating a welcoming, safe, and eco-friendly environment for staff, visitors, and tenants.

Key Responsibilities  

· Carry out daily and periodic cleaning tasks according to schedules, maintaining hygiene and cleanliness standards in all areas including offices, corridors, staircases, lifts, toilets, staff kitchens, café, library, courtyard, and garden.

· Operate cleaning machinery and equipment safely, including vacuum cleaners, floor scrubbers, polishers, steamers, and jet washing machines. (Follow COSHH and Health & Safety guidelines.)

· Perform tasks such as dusting, mopping, polishing, high-level cleaning, litter picking, stain removal, and waste disposal in line with operational standards.

· Report shortages or damage of cleaning supplies and equipment promptly.

· Identify and report any building defects or hazards observed during cleaning duties.

· Ensure fire exits and corridors are kept clear, and cleaning equipment and materials are stored safely and correctly.

· Comply with Health & Safety, hygiene, fire, and COSHH regulations always.

· Maintain high standards of personal hygiene, appearance, and conduct while on duty.

· Support security and sustainability initiatives within the building by being vigilant and responsible.

· Attend training sessions and team meetings as required to maintain skills and standards.

· To undertake any other reasonable tasks required by the Cleaning Team Leader (during off-peak periods this could involve duties in other departments).

Working Conditions, Physical and Emotional Demands 

· Full-time, with varying shift patterns between 07:00 – 23:00, Monday to Sunday, including QiB events and weekends.

· Occasional overtime may be required.

· Lone working may be required at times, with adherence to Health & Safety policies.

· Physical demands include prolonged standing, moving furniture and equipment, manual handling, and operation of cleaning machinery.

· Uniform is provided and must be always worn; the role is visible to building users, requiring initiative in managing queries.

Team Size
6 cleaning assistants. 
Other Responsibilities:  

· To undertake duties and responsibilities commensurate with the post

· Responsible for ensuring that QiB’s Safeguarding Policy is adhered to in all aspects of the role 

· Responsible for ensuring that QiB’s Equal Opportunities Policy is adhered to in all aspects of the role 
· Responsible for ensuring that QiB’s Health & Safety Policy is adhered to at all times 

· Responsible for ensuring that QiB’s commitment to sustainability is adhered to in all aspects of the role 

· Responsible for ensuring that QiB’s Staff handbook is adhered to at all times.

· A commitment to championing equity, diversity and inclusion in our workplace community 

Safeguarding Requirements:
· Completion of mandatory training modules on safeguarding adults and children, including annual refresher training.  

QUAKERS IN BRITAIN
PERSON SPECIFICATION

	Job Title:              Cleaning Assistant
Department:
    Hospitality  
Date: 

     March 2026


Essential Knowledge:
· Previous training in COSHH, Manual Handling, or cleaning qualifications (A)

· A good understanding of equity, diversity and inclusion in the workplace
Essential Qualifications:

· Minimum of 2 years’ cleaning experience in a comparable business or venue. (A,I)
· Experience communicating with staff, visitors, or customers in a service environment. (I)
· Experience using cleaning machinery and cleaning soft surfaces (A)
Essential Experience:
· Ability to work effectively as part of a team.  (A,I)
· Ability to work independently and use initiative. (I)
· Flexibility to work varying shift patterns and cover different areas. (A,I)
· Ability to follow instructions and cleaning schedules accurately (A,I)
Essential Skills:
· Strong customer service skills (I) 
· Good communication skills (verbal and written) (A, I)
· Ability to work flexibly and respond to last minute changes. (I)
· Good organisational skills and attention to detail. (I)
· Ability to prioritise tasks and manage time effectively. (I)

Desirable (Not Essential):

· Willingness to learn new skills or undertake additional training as required (A)
For management use only: (A: Application or CV, I: Interview As: Assessment at selection)

2

