
	Professional Cleaning and Maintenance
Job Description - Business Manager


	Start Date
	October 2009


	Job Purpose
	To allow the Directors to be absent with 100% peace of mind.

 

	Job Objective
	Lead and manage PCM staff ensuring customer and staff needs are met or exceeded and the business is as profitable as possible.
 

	Reports to
	Managing Director, Nick Barlow


	Key Relationships
	· Directors Nick and Jenny Barlow

· Assistant Daytime Manager - Greg Dench
· Technician – Brian Richardson
· Emma Hastie - Accounts
· Jude Bowick – Night Time Supervisor
· Wendy Fuller – Assistant Nigh Time Supervisor
· Daytime cleaners
· Evening cleaners


	Hours
	40 per week Monday to Friday.  Falling within 9.00am – 6.00pm.


	Location
	PCM Christchurch office – 23 Saxon Street


	Annual Leave
	4 weeks per annum 


	Specific Duties
	1       Staff / HR
▲    Assists with staff rosters, holiday and sick cover;
▲    Recruitment, employment agreements (contracts) & training;
▲    Performance management;
 ▲    Meeting OSH requirements.
2       Sales and Marketing / Customer Management
▲     Canvassing new customers and opportunities, networking;
▲     Website development;
▲     Pricing, budgeting and customer contracts.



	
	3      Finances
▲    Assisting Managing Director as and where required;
▲    Assist with preparation of annual accounts (for the Accountant).

4      Quality Control
▲    Cleaning inspections;
▲    Update runs sheets and schedules;

▲    Record keeping, ensuring nothing falls through the cracks;
▲    Review and improve current systems.


	Performance Expectations


	Exceeds Expectations

▲     Is constantly seeking to improve his/her understanding of PCM and commercial cleaning issues, e.g. the fundamentals of the business;
▲    Is proactive about achieving tasks accurately, efficiently and thoroughly and within accepted and agreed timeframes;
▲     Is supportive, honest, open and understanding in all dealings with customers, staff and Directors;
▲     Records important details as and when required using appropriate systems, processes and reports;
▲     Communicates honestly, positively and appropriately with Directors, customers and staff.


	Skills and Attributes Required
	▲     A genuine passion for being part of a family business that cars about its staff and customers;
▲     Strong knowledge and experience in managing a small business (at least 2-3 years, ideally 5 +);
▲     Excellent written and verbal communication skills;
▲     Friendly easy going, positive and compassionate. Able to talk openly and honestly and enjoy a laugh;
▲     Conscientious, detail and systems focused and well organised;

▲     A genuine and extreme willingness to learn;

▲     Above average intellectual ability.


Nick Barlow - Managing Director
Professional Cleaning and Maintenance Co Ltd
September 2009
