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RIVERSIDE DENE FLATS – CONCIERGE WORK SCHEDULE
Routine Daily Tasks:
· Inspect site, checking for communal repairs e.g. lifts off, security doors operating correctly, reporting all repairs to Community Housing Office / Repaircall.

· Attempt to remove any graffiti, reporting any remaining to Community Housing Office / Repaircall.

· Attempt to remove to storage area any bulky rubbish prior to collection, requesting assistance when necessary. 
· Machine clean Foyer floors and clean all internal glass areas.
· Check lift alarms DAILY.
Mon, Tue, Thurs and Friday Tasks:
· Starting on top floor Monday each week sweep and wash seven communal landings each day, including chute rooms and stairs.
·  Spot clean walls, wipe handrails and ledges; clean both sides of communal glass.
· Vacuum carpets at front and back entrance.
· Check all lights are operating correctly; report lights out as per procedure.
Wednesday and Saturday Tasks:

· Lifts: sweep, wet / mop and polish all lifts.
· Pick up litter from curtilage area.
Weekly Tasks:
· Hose out Bin rooms and Bins on Bin days.
Monthly Tasks:

· External clean on windows to the community room within the Larches.
3 Monthly Tasks:
· Remove, dust and clean all light diffusers.
General Notes:
· Refuse collection day is Thursday 07.30 – 08.00.
· Lock and unlock metal shutters to skip rooms as required.

· Winter gritting as necessary.

Health & Safety Compliance:
· Ensure that wet floor signs and / or safety cones are placed wherever there is a wet / mopped floor.

· All spillages should be cleaned up immediately.
· Uniforms, safety shoes and any other safety clothing / equipment should be worn at all times whilst on duty.

· Use of cleaning materials should be used with care and in accordance with C.O.S.H. safety guidelines.
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