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Job Description and Personal Specification

Role:			Housekeeping Assistant
  
Responsible to:	Director, Housing and Hostel, Bath

Our values: 
The post holder will be expected to operate in line with our workplace values, which are:

Inclusion
We recognise that every person is different but equally valuable.  We actively include people at every level of our organisation, ensuring that our service users, young people, staff, trustees, volunteers and customers are representative of the communities that we serve.  We work hard to enable each person to realise their potential.

Compassion
Our work is focussed on connecting with people, and responding to them in a caring and compassionate way.

Community
We believe that we are designed to live alongside other people.  Our work actively creates opportunities for the people who are part of the YMCA (our young people, service users, staff, volunteers, customers etc) to be part of a community.

Humility
We are here to serve the needs of the communities in which we work.  We don’t know everything.  We listen to, and work alongside others to ensure that together we are making an impact where it is most needed.  If we make mistakes – we learn from them and are honest and open about it.

Creativity and Innovation
We aren’t afraid to try a new approach or take a measured risk to increase the impact we make and respond to the challenges in our communities.

Sustainability
We think about the future, working in ways that bring about long-term benefit to our communities and our planet.

Job Purpose:

To ensure a high standard of cleanliness is maintained throughout the hostel
 
The Candidate:
The post holder is responsible for the day to day performance of their own work tasks, ensuring the tasks are prioritised appropriately and that all tasks are completed to the highest standards.  
 
Duties and Responsibilities:


You will:
Receive departures/stays list from Reception (note any comments regarding residents advance requests i.e., do not disturb, agreed etc.) 
Ensure adequate sheets and pillowcases are available to replace departures. 
Enter all rooms on the floor for which you are responsible. 

Occupied rooms 

Place all items found on floor on to the bed 
Change linen (duvets and sheets), make beds / bunks if required 
Clean sink (remove items around sink and replace where possible) 
Clean mirror 
Polish wooden areas and window sills (where possible) 
Change bin liner 
Hoover 
Close window 
Dust tops of wardrobes
 
Unoccupied rooms 

Remove used bed linen and replace with fresh linen (sheets and duvet covers).  
Make bed 
Clean sink, clean mirror, clean wardrobe, clean drawers 
Polish wooden areas and window sills 
Change bin liner 
Hoover 
Close window
  Dust tops of wardrobes 

Toilets/Showers 

Use rubber gloves at all times 
Clean toilet ceramic items using hard surface cleaner 
Clean toilet bowl using toilet cleaner 
Clean toilet seat using hygienic spray and cloth 
Wipe tiled areas where applicable 
Clean shower tiles using tile spray 
Clean shower tray and shower pipes using hard surface cleaner 
Change waste bin liner 
Clean sinks and mirrors 
Mop all floor areas using cleaning fluid 

General
 
Daily 

Hoover all corridors 
Place soiled sheets and pillowcases into laundry bags (in 20's) 
Put all rubbish into black waste bags 
Mop central lobby and stairs for your floor  
Wipe window ledges 
Clean any marks off staircase and corridors 

Weekly 

General
 
Clean conferencing areas when requested.  
Pack used laundry in bags and delivered fresh laundry to floors.  
Advise maintenance of any defects you may find in the rooms or showers and toilets 

During the quieter months in the hostel, to deep clean rooms – wash walls, skirting boards.  
Duties will include use of: 
· Frequent use of cleaning equipment e.g. vacuum cleaners, 
· Standing and walking for majority of work sessions. 
· Moving and carrying equipment and materials necessary to complete tasks. 
· Carrying rubbish bags and linen bags.  
 
Please note: This job description outlines the main duties within your role; however our organisation is continually evolving and management may ask you to undertake other duties outside of this job description and in line with the needs of the department at the time.  Your flexibility in this post is therefore essential as this helps us to improve and drive positive change.


Person Specification:  
	Knowledge 

Knowledge of effective cleaning methods.  
Awareness of the importance of ensuring cleaning is undertaken with regard to health and safety practices.  

Experience 

Previous experience of cleaning in a commercial context is desirable. 

Skills and Abilities 

Ability to prioritise own workload.  
Ability to identify potential health and safety hazards that might be noticeable during cleaning of the premises.  
Ability to work as part of a team. 
 
Terms and Conditions

	
	Salary & Term
	YMCA Salary, permanent contract 

	
	Hours
	Part time, 15-20 hours per week to include Saturday and Sunday
Hours are 10.00am to 1pm

	
	Annual Leave
	5 weeks annual leave plus Bank Holidays if they fall on a work day

	
	Probationary Period
	6 months

	
	Company Pension
	The post holder will be automatically enrolled into the  YMCABG Group Stake Holder Pension Plan in line with the Governments Auto-Enrolment Pension Scheme arrangements.

	
	Expenses
	You are entitled to reimbursement of all reasonable travel and incidental expenses.

	
	Job Location





	The post holder will work predominantly at YMCA Bath as needed. The post holder may be required to work from other sites as a designated place of work on occasions when required.  

	
	Notice Period
	1 month’s written notice required.
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