	
	




Job Description
JOB TITLE: 

Head Housekeeper
REPORTS TO: 

Estates and Health & Safety Manager
DIRECT REPORTS:
Domestic Assistants
JOB PURPOSE
· Manage the housekeeping service across all Hospice departments, work and public areas, ensuring that cleanliness meets infection and control standards 
· Working alongside the housekeeping team as part of the weekly rota, be accountable for the day to day management and effective prioritisation of the housekeeping team’s workload in order to ensure all standards and timescales are met. 

HOURS OF WORK

The role involves Monday to Sunday working, including some bank holidays and therefore flexibility is essential.
COMMUNICATON AND KEY RELATIONSHIPS
The post holder will be required to communicate effectively and develop strong working relationships across the hospice, including with the following groups:-

Internal

· Staff in all teams, visitors, patients, families and volunteers
External

· Suppliers and providers of services to the hospice, including dieticians
The post holder will attend meetings as and when required and support other team members by encouraging open communication. They will work with other department staff in the Hospice to achieve operational targets.

KEY OPERATIONAL RESPONSIBILITIES

Leadership of the housekeeping team

· Provide effective leadership of the housekeeping team, maintaining a supportive and developmental environment for staff and volunteers and promoting service standards and development and good inter-team working relationships

· Establish processes and work practices within the service to ensure a high standard is continually maintained
· Ensure flexibility of working hours and team skills to ensure that the service is always covered

· Induct new domestic staff in cleaning methods and standards required and complete probationary reports for new staff, in conjunction with the Estates, Health & Safety Manager.

· Be responsible for team members’ communication, development and supervision, completing an annual appraisal for all team members with regular 1:1s ensuring objectives are met
· Check all internal communications channels regularly, updating the team with any changes as appropriate

· Complete the domestic team’s rota in conjunction with the Head Cook, ensuring that staff levels meet operational requirements and organising cover where required, within budgetary limits

· Complete the rota and timesheets in line with Hospice processes, ensuring that accurate information is provided for HR and payroll 

· Ensure own and team members’ continuous professional development and improve the team’s knowledge and competencies as their roles require. Keep self and staff up to date with policies and procedures
· Ensure that the domestic team manages safe working practices and a clean environment at all times
· Assist with the supervision of volunteers to ensure that tasks are carried out to standard and safely.

Service Supervision

· Maintain departmental records and checklists/cleaning schedules as required

· Monitor laundry to ensure all departments have enough supplies

· Ensure staff are provided with adequate cleaning equipment and materials to perform cleaning efficiently. Check the condition of cleaning equipment for cleanliness/misuse/safety. 
· To check cupboards and fridges for stock and cleaning to ensure supplies and standards are maintained.

· Monitor and report any breakdowns or defects in equipment using the relevant paperwork
Purchasing and Stock & Budget Management

· Complete orders within budgetary limits, including ordering cleaning supplies and small items of equipment from nominated suppliers

· Ensure that all supplies are used economically, according to any specified procedures and that waste is minimised

Health and Safety

· Manage and risk assess COSHH throughout the organisation, including the main building, our shops and any other hospice environments and ensure the appropriate use of PPE as required.
· Ensure compliance with all current legislation with particular reference TO Health and Safety and infection prevention and control, attending relevant meetings and maintaining good communication with the relevant lead staff
· Report any accidents and/or incidents using the relevant forms

· Complete relevant risk assessments applicable to the team
Service Continuity

· Work in partnership with the Head Cook to ensure that flexibility of skills and working hours supports rota cover for all parts of the service, including catering

· Assist the Senior Cook/Cook to provide the catering service as required.

Personal Effectiveness and Development

· Prioritise an often changing workload, often working under pressure, keepong all team members up to date with changes to priorities, schedules or tasks
· Undertake all mandatory and development training the role requires and participate in and/or deliver service training as and when required.
PHYSICAL DEMANDS OF THE JOB AND WORKING ENVIRONMENT
· Work can involve bending, lifting and moving and can be physically demanding, especially on the knees, back, shoulders, wrists and hands

· PPE must be worn as required by individual tasks

· High degrees of skill and dexterity are required when working with some specialised equipment

· The post holder will be exposed to wide variations in temperature and underfoot conditions for moderate periods of time.

· The nature of the service requires the post holder to work to strict time-scales
· Evening and/or weekend work will be required to meet the needs of the service.
PERSONAL AND SERVICE DEVELOPMENT

· The post holder will be required to produce work of a high standard, promote quality and contribute to the development of the domestic and catering service.

· To attend annual mandatory training sessions and complete mandatory workbooks or online training as required.

· To participate in the annual appraisal and personal development processes

· To learn required skills and to widen experience as appropriate and keep up to date with new developments in the hospice.

HEALTH & SAFETY AND SECURITY

· Under Health and Safety legislation, each individual has a legal responsibility for their own welfare and for the health and safety of others and to co-operate in maintaining their place of work in a tidy and safe condition, thereby minimising risk. The Hospice has a Health and Safety Policy that applies to all staff.

· Similarly, it is each person’s responsibility to ensure a secure environment and bring any breaches of security to the attention of their manager.

EQUAL OPPORTUNITIES

· St Rocco’s Hospice has given its full commitment to the adoption and promotion of the key principles of equal opportunities contained within current legislation and our Equality and Diversity Policy.

CONFIDENTIALITY

· During the course of your duties you may see or hear information of a confidential nature.  You are required not to disclose any such information to any unauthorised persons and to ensure safe and secure management of information within the Hospice in relation in accordance with the Hospice’s Information Governance policies and procedures. 
SAFEGUARDING

· We are committed to safeguarding adults and children and require all staff to share this commitment. Staff have a responsibility to ensure that they are award the specific duties relating to their role and should familiarise themselves with the Hospice’s safeguarding policies. Safeguarding training is mandatory for all roles.
	

	The purpose of this job description is to outline levels of responsibility and accountability of this post, to ensure that all work undertaken by our staff is identified and lines of accountability are clear.
It is the responsibility of all employees to adhere to general policies and procedures as detailed in the Staff Handbook and other individual policies.



The job description is not exhaustive and is subject to review with the post holder in accordance with changes and development in the service. The post holder will be expected to undertake additional duties as the requirements of the role change.
Person Specification
	TITLE:     Head Housekeeper
	

	
	

	
	 


	ROLE DIMENSION 
	ESSENTIAL
	DESIRABLE

	Qualifications and Training
	Trained and experience in cleaning to a healthcare/hotel standards
Good standards of numeracy and literacy
	

	Experience
	Well developed team building and inter personal skills
	Experience of operating as a domestic/housekeeping supervisor
Team leadership experience


	Knowledge and Skills
	Ability to maintain housekeeping standards and processes
Ability to maintain infection control processes

Understanding of housekeeping requirements in healthcare

Ability to implement cleaning schedules and standards

Strong communication skills, verbal, non-verbal and written

Ability to record information in a concise, accurate and legible manner as appropriate
Ability to work on own initiative 
	

	Personal Attributes
	Hardworking
Able to work as part of a team

Able to work without direct supervision

Flexible and motivated
	

	Other Requirements
	Fit and able to use a variety of machinery (eg vacuum cleaners, steamers and industrial ironing)

Ability to work some evenings and weekends/bank holidays as part of the rota.
	


2             



Head of Housekeeping Sep  2024

