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JOB DESCRIPTION
Job Title: 

Housekeeper 
Accountable to:            Chief Executive

Responsible to:
Service Manager / Maintenance Supervisor
Based at

Catherine Court
Hours of work
6 Hours: 
Monday 9.00am – 11.00am

                                       Wednesday 9.00am – 11.00am
Friday 9.00am – 11.00am
Salary
£9.90 per hour
Principal Objectives

Working alongside the other Maintenance Workers you will deal with all tasks that are allocated to you. This will include housekeeping at Catherine Court, and Rothesay Court when required. You will need to be adaptable with the ability to work in a busy environment and to work on your own initiative. Some light manual handling will be involved in the job.
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Housekeeping Duties
· Follow Health and Safety guidelines as set down in the Health & Safety Policy of the Centre and in compliance with the Health & Safety at Work Act 1974; to alert the Manager immediately of any concerns in relation to Health and Safety issues.
· To ensure that any health and safety checks you are allocated are carried out accordingly and detailed records are kept.
· To ensure that premises remain in a clean & tidy condition.
· Ensure that bedding and curtains are washed before being stored away.

· Ensure that soft furnishings i.e. curtains, nets, bedding are stored in a secure, clean and appropriate manner ready for future use.

· Ensure that clean & ironed curtains and nets are provided in flats as and when necessary as advised by support staff.

· To keep stock control of cleaning materials, soft furnishings etc.
· To ensure that all cleaning materials are stored in secure and safe manner as per Health & Safety regulations

· To store hoover & steam cleaner in a secure manner.
· To ensure that flats are cleaned, fully equipped and prepared for new residents. 
· To clean all offices, toilets & communal areas including stairs and passageways.
· To check that all areas are safe and comply with Health & Safety requirements
· To keep the accommodation clean in line with the housekeeping task list. 
Safeguarding

· To report any safeguarding incidents that you observe or hear to the Safeguarding Lead Officer at the Housing Team Office. 
· Work in accordance to Staffordshire and Stoke on Trent Safeguarding procedures to ensure the safety and protection of all children, young people and adults.

Administration

· To keep paperwork up to date including health and safety checks on the building

· To keep lieu time and mileage books up to date.
Training 

· Attend appropriate training to further personal development within the organisation.

· To investigate training opportunities and attend appropriate training/workshops/ seminars to further personal development within your role and the organisation.

· Use personal development to develop the job role.

· To actively attend and take part in staff meetings, both one to one and team 

Other Duties
· To bring to the attention of your supervisor, work needing professional attention so that the appropriate people can be contacted i.e. gas, electricity

· To cover for holidays and sickness

· To be prepared to work in any of our accommodation sites when necessary.

· All duties to be carried out in accordance with Gingerbread policies and procedures.

· Act as a positive role model to others.

· Promote the work of the organisation in a positive manner.

· To carry out other tasks and duties as may reasonably be required by your Line Manager/Supervisor/Chief Executive/Management Committee.
