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JOB DESCRIPTION

Job Title:


Senior Housekeeper
Reporting to:


Assistant General Manager
Responsible for:

Housekeeping Staff
Job purpose:
To efficiently manage the cleaning and cosmetic upkeep of the buildings and other relevant equipment across all hospitals and other buildings across the Bury site.
Main Responsibilities:

· Train and allocate housekeeping staff to ensure that:
· All patient bedrooms and bathrooms are cleaned in line with National Cleaning Standards;
· All general ward areas are cleaned in line with National Cleaning Standards;
· All other general hospital / other areas are cleaned in line with National Cleaning Standards;
· Audits are carried out in line with National Cleaning Standards and Cygnet policies, e.g. mattress, infection prevention and control and health & safety audits;
· Efficient ordering and distribution of cleaning stock and equipment.
Additional Responsibilities:
The Senior Housekeepers are also responsible for the following activities:
· Organising cover and being first port of call for housekeeping issues;

· Supporting with conducting interviews for new staff members;
· Ensuring initial training and ongoing training compliance for staff members;

· Carrying out staff appraisals and supervisions in a timely manner;
· Providing line management support and guidance, including absence 

        and performance management and staff welfare as per policy;

· Attending meetings, e.g: Health & Safety, Service & Ward meetings.
· Leading and motivating the team to achieve the highest possible standards when carrying out their duties.
· Developing and maintaining good working relationships with service users, staff and visitors.
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	Good general standard of education.


	A recognised housekeeping qualification.

	KNOWLEDGE & EXPERIENCE
	Minimum of 12 months’ housekeeping / cleaning experience with exposure to a wide range of housekeeping and staffing issues.

Supervisory / management exposure / experience, e.g. to have previously acted up as a team leader / supervisor for a period of time if not already employed in a senior role. 

Knowledge and practical application of infection control, COSHH and health & safety procedures.
	Experience of housekeeping / cleaning in a hospital or similar environment, e.g. care/residential home.

Knowledge of the National Cleaning Standards for Healthcare.
Direct experience of dealing with customers or service users.

	SKILLS
	Organised, efficient and hard-working.

A good team player.
Customer focussed, with the ability to deal with requests in a polite and helpful manner.
	IT skills – Word, basic Excel (inputting) and MS Outlook (emails).


	PERSONAL QUALITIES
	Smart personal presentation with good attention to personal hygiene.
The ability to be flexible and responsive to service needs.

Willingness and ability to work according to a rota basis. This may involve both week day and weekend working. Shifts start from 8:00am.


Additional information

Confidentiality and Data Protection

Employees will have access to confidential information and will be required to ensure that the highest level of confidentiality is maintained at all times, adhering to all policies relating to confidentiality. Employees are required to obtain process and/or use person identifiable information in a fair and lawful way. The use of such information is governed by the General Data Protection Regulation (GDPR) and includes both manual and electronic records. Staff are expected to hold data only for the specific registered purpose and not to use or disclose it in any way incompatible with such purpose, and to disclose data only to authorised persons or organisations as instructed, in accordance with the General Data Protection Regulation (GDPR).
This job description is an outline and account of the main duties of the post at the time of writing and does not form a part of the contract of employment.  It will be reviewed periodically and amended following consultation between employee and immediate manager.

The above duties are neither exclusive nor exhaustive and the post holder may be required to undertake additional duties that are within the competence of the post holder and compatible with the expectations of the post.   

Health and Safety

To comply with the provisions of Health & Safety at Work Act 1974 and other relevant legislation and taking personal responsibility for own safety and health whilst at work.

This job description is not exhaustive and Cygnet Health Care reserves the right to vary the duties and responsibilities, according to business need, through consultation with the post holder

I confirm receipt and acceptance of this job description

Signed……………………          Name (print)………………………

Date………………………
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