WOODLANDS HOSPICE CHARITABLE TRUST

JOB DESCRIPTION
Title:


Housekeeper
Base:
Woodlands Hospice, U.H.A. Campus, Longmoor Lane, Liverpool L9 7LA
Possible 

Shift Times:
7.00am – 10.30am/11.00am




8.00am – 1.00pm 




3.30pm – 7.00pm 
Salary Band: 
£17,004 per annum, pro rata
Responsible to: 
Facilities Manager  
Accountable to:     Head of HR and Operations  
Liaises with:
Staff and volunteers within Woodlands Hospice




Patients

Visitors to Woodlands Hospice
JOB SUMMARY

The post holder will participate as a member of the housekeeping team, ensuring that the highest possible standards of cleanliness, hygiene and presentation are maintained in all areas of the Hospice

KEY TASKS

· General cleaning in office, communal, and patient areas (including vacuuming, sweeping, dusting, mopping, cleaning of toilets / washbasins, cleaning of furniture) throughout the hospice.

· Additional deep cleans of rooms as directed.
· Emptying of all waste bins, ensuring that waste is disposed of in the correct manner.
· Specific cleaning tasks as requested by the appropriate manager.

· Maintaining records of cleaning undertaken.

· Ensuring that housekeeping stores are kept tidy and clean and that housekeeping equipment is stored correctly.

· Liaising with the Facilities Manager regarding the re-ordering of housekeeping supplies.

· Using housekeeping equipment as appropriate, including vacuum cleaners, buffers and steam cleaners.

· Follow agreed ‘Start of Day ‘security procedures

· Attendance at team meetings and general staff meetings as requested.

· Flexibility with regard to hours worked and duties undertaken (as appropriate to the post).
Governance and Quality Assurance
· Ensure the housekeeping service is delivered to a consistently high standard.

· Adhere to Woodlands general policies and procedures and assist the Facilities Manager in developing and maintaining specific policies and procedures for the housekeeping service.

Education, Training and Development

· Take responsibility for own training needs assessment, liaising with the Facilities Manager to agree objectives and personal development plan.
· Attend in-service and other training appropriate to the role and as identified in personal development plan.

· Attend/complete mandatory training sessions as required.

Health and Safety

· Take responsibility for own health and safety and that of colleagues. 
· Accept responsibility for ensuring you do not intentionally misuse or interfere with anything provided in the interests of health and safety and welfare e.g. misuse of equipment.

· Follow all Hospice Infection Control procedures when entering patient areas. Seek additional advice from Nurse in Charge if unsure of procedure to follow in individual cases.
· Adhere to COSHH regulations.
· Ensure Moving and Handling guidelines are observed when manoeuvring furniture / machinery.

· Report any defects / concerns regarding housekeeping equipment.

· Report all accidents / incidents as appropriate. 

· Wear the uniform provided on all shifts and use disposable aprons and gloves as appropriate. Uniforms must not be worn away from hospice premises.

· Follow the Hospice No Smoking Policy.
Finance

· Ensure that time-sheets for additional hours worked are completed on a weekly basis and submitted to the Facilities Manager for authorisation.
Equality and Diversity
· Act in ways that support equality and diversity and work within the spirit and detail of legislation, including the Equality Act 2010.

Confidentiality
· Information available within the duties of the post which is strictly confidential must not in any circumstances be passed on, either directly or indirectly. A contravention of confidentiality will be regarded as a serious issue and may lead to a disciplinary hearing.

This Job Description is not exhaustive. It merely acts as a guide and may be amended to meet the changing requirements of the charity at any time following discussion with the post holder.
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