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Role Description
Role Details
	Position Title:
	Area Manager

	Reports to:
	Senior Area Manager

	Department:
	Cleaning Services

	Function:
	Contract & Service Delivery Management


Role Purpose
The Area Manager is responsible for working in conjunction with the Senior Area Manager to ensure the effective delivery, performance, and development of a portfolio of cleaning service contracts. The role has a strong focus on client liaison, operational staff management, monitoring service standards, auditing, and ensuring contractual KPIs and SLAs are consistently achieved.

The primary objectives of this role are contract retention, operational excellence, client satisfaction, employee engagement, and contributing to company growth. The Area Manager must ensure all sites operate safely, efficiently, and within agreed budgets while maintaining the highest service standards.
Key Responsibilities
	Description
	Key Performance Indicators

	Build and maintain strong client relationships whilst ensuring cleaning standards are not compromised.
	• Act as first point of contact for assigned clients.
• To be responsible for all elements of the cleaning service on site i.e. people management, communication, customer service, cleaning standards, equipment maintenance and health & safety procedures.
• Ensure KPIs and SLAs are achieved and standards are being exceeded if possible.
• To actively promote D&G Cleaning Services and identify opportunities within the contract portfolio, promoting D&G Cleaning Services and expanding service offerings such as window cleaning, consumables supply, industrial works, landscaping, etc.
• Attend client meetings, follow up on requests, and ensure concerns are resolved promptly and professionally.
• Manage complaints effectively to ensure issues are resolved to client satisfaction.


	
Ensure operational performance across assigned sites.
	
• Conduct site visits as required to ensure contracts operate in line with agreed specifications, budget, and service standards.
• Carry out site audits and implement corrective actions where required.
• To continuously review and improve work methods and operational procedures to maximize resource utilisation, efficiency, and service quality. 
• To develop, implement, and maintain cleaning specifications in line with client requirements, site needs, and contractual obligations.
• Manage stock control and oversee cleaning materials and consumables.



	Lead and develop operational staff to optimize performance.
	• Manage, train, and support on-site staff. Deliver site familiarisation training to all new employees, covering access procedures, key contacts, and operational requirements.
• Manage on-site staff and conduct probation reviews, toolbox talks, and informal performance meetings, ensuring all processes are carried out in line with company policy and supporting HR with disciplinary procedures.
• Manage site-specific recruitment processes, including CV screening, interviewing, and hiring, using the company’s Applicant Tracking System (SeeMeHired), while proactively planning for future staffing requirements.



	Ensure full compliance with company policies and health & safety legislation.
	• Maintain and regularly review risk assessments, safety folders, safety statements, and all relevant health & safety documentation, ensuring annual refreshers are completed, signed, and submitted to HR in accordance with company procedures.
• Ensure all accidents and incidents are reported, investigated, and documented in line with company policy, with follow-up actions implemented were required.
• Promote and enforce safe working practices across all sites.

	Maintain accurate systems, payroll and reporting standards.
	• Monitor and manage time and attendance records through the relevant company system to ensure accuracy of rostered hours and payroll inputs. Ensure all timesheets are completed accurately and submitted within agreed company deadlines.
• Plan and coordinate annual leave and absence cover to maintain service continuity, ensuring timely and appropriate communication with clients regarding staffing changes or absenteeism.
• Maintain accurate records in Salesforce including logging every complaint to cases, work orders, maintenance plans or any Salesforce tasks related to your role.
• Proactively identify opportunities to showcase operational excellence by capturing and submitting appropriate site content (e.g. new contract mobilisations, team/staff achievements, before/after results) for company social media and marketing platforms, subject to client approval.
• Submit weekly activity reports to Senior Area Manager.



Notes: Please note the above list of duties is not exhaustive.

I confirm that I have read and understood the above Role Descriptor and I agree to consistently perform the above duties to the required company standard.

Employee Number: __________________________________________
Employee Name: _____________________________________________
Employee Position: __________________________________________
Employee Signature: ________________________________________
Date: __________________________________________________________
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