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HOUSE KEEPER 

Job Profile Summary

JOB TITLE:

House Keeper          

REPORTING TO:    
Manager, Deputy Manager

Job Purpose 

The postholder is a member of the Homes Senior Team and is accountable to the Manager and Deputy Manager for the following:

· Assisting in the provision of a high quality service for residents and visitors.

· Leading and co-ordinating the care and ancillary staff working within the home on shift in providing services which can respond flexibly to the needs of the residents.

-

Monitoring that staff provide high quality care for our residents within the Company’s Quality Assurance framework.

·    Ensuring that resources utilised within the home are used in the most efficient and cost effective way and that value for money is obtained for all purchases.

·   Ensuring the organisation and supervision of the ancillary services of the home, including catering, domestic and maintenance. 

·   Adhering to the Company’s environmental policy and promote energy efficiency within the home. 

Key tasks 

1. The Company induction will give you the skills and knowledge to understand your role.

2. You will ensure that the home is clean and attractive through the effective management of the ancillary staff.
3.
You will liase with Company contractors to ensure that hot and cold water supplies, heating, lighting and ventilation are maintained in line with Company Policy.

4.
You will monitor that the state of the décor, furnishings, furniture, household linen and equipment is maintained in line with the Company’s Quality Assurance Standards.

5.
You will ensure adequate and appropriate arrangements are made for the storage and disposal of household waste are in line with Company Policy and service arrangements. You will ensure that correct containers are used for different categories of waste. 
6.
You will be responsible for the ordering, reception and safe storage of cleaning products. Implement a system of issue and stock control. Monitor that products are being used in accordance with the manufacturers instructions and are the correct product for the task.

7. You will set up pest control systems to exclude, restrict and destroy flies, mice, cockroaches, ants, rats and other organisms.

8. 
You will undertake COSHH risk assessments in the use of cleaning equipment and ensure staff are using the equipment safely.

9.
You will maintain a system for staff to report equipment faults and breakdowns. Keep records of repairs, costs and servicing visits.

10. You will maintain an inventory of furniture and equipment.

11. You will ensure that the laundry service is run efficiently and effectively and that staff receive the appropriate training in the use of the equipment.

12. You will have responsibility for monitoring the catering service to ensure that it is run efficiently and effectively.

13. You will be responsible for monitoring the completion of all statutory documentation.

14. You will participate in the recruitment, selection, induction and training of catering, domestic support and gardener/handyperson. 

15. You will ensure that vacant rooms are prepared and ready for new admissions. Assists the Supervisor in the reception and arrangements for departure of residents and their relatives.

16. You will ensure appropriate staffing numbers are met on each shift utilising base resources.
17. You will support the Manager to ensure that you work within the Company budgets within your areas of responsibility.

18. You will attend meetings, training courses and follow-up refresher courses as required.

19. You will maintain a professional and hygienic appearance, and use personal protective equipment as required.

General

Undertake other such duties as may be required by the Manager.
Equal Opportunities

Promote and act at all times in accordance with the Company’s Equal Opportunities Policy.
Person Specification – House Keeper

	Criteria


	Essential
	Desirable

	Experience


	· At least one years experience in a supervisory role. 

· Understanding the needs of older people 

· Good interpersonal skills

· Prepared to undertake IT training 


	· Knowledge and understanding of budgets

· Basic IT skills 

	Flexibility 
	· Available to work during alternate weekends

· Attends staff meetings 

· Attends social events
	· Willing to provide shift cover 

· Willing to undertake extra shifts 



	Training & Qualifications


	· Good literacy skills (to be able to read care plans, and contribute to running daily records)

· Willing to work towards NVQ Level 2 in Hospitality 


	· NVQ Level 3 in Hospitality or equivalent



	Leadership
	· Monitoring delivery of Ancillary team

· To lead and manage a team 

· Ability to deal with emergency situations

· Problem solving skills

· Experience in time management and prioritising work


	

	Personal Characteristics


	· Ability to remain calm under pressure

· Caring approach 

· Reliability 

· Ability to manage your own time

· Honesty and respect for confidentiality

· Clean and tidy appearance

· Ability to communicate clearly (to understand residents and make yourself clearly understood)

· Approachable 

· Listening skills 

· Ability to work as part of a team

· Sense of humour


	· Dynamic 
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