Milton Keynes Council – Role Profile
Role Title: 

Housekeeper
Service Group:  
 Adult Learning Disability Complex Services
Accountable to: 
 Team leader
JE Ref:

JE0816
Grade:

B
Purpose of job   
· To provide an onsite housekeeping/cleaning service.
· Under the instructions/guidance of appropriate Team Leader  staff to prepare the Short Breaks Service in accordance with the needs of the individuals coming into the service 
· Undertake activities to maintain a safe and clean internal environment 

Key Objectives 
	1
	Prepare the service on a daily basis to meet the needs of the individuals staying, this will include preparing the bedrooms, bathrooms, living rooms and kitchens in accordance with their individual support plans to ensure they are ready for the people accessing the service.

	2
	To carry out housekeeping/cleaning duties as directed by the Team Leaders and management team or other designated person



	3
	To be responsible for the ordering and safe storage of cleaning equipment and materials for the Short Breaks Service .

	4
	To manage stock levels, inform admin when stocks need replenishing and keep the service stocks replenished.

	5
	To be responsible for all laundry for the Short Breaks Service , washing and ironing of all bedding, clothing etc

	6
	Undertake minor repairs to soft furnishings, bedding and clothing (i.e. not requiring qualified craftsperson) and maintain a clean and tidy environment

	7
	Operate machinery such as industrial washing and drying machines and ensure they are maintained in good working order

	8
	Liaise with outside contractors for necessary repairs on domestic appliances

	9
	Carry out cleaning duties in Short Breaks Service  kitchens, cookers, fridges etc, maintaining standards of food hygiene


The Short Breaks Service   has a flexible approach to working arrangements – because of this, the tasks and responsibilities listed here are not definitive.  Team Leaders  may require particular additional duties to be undertaken to suit the specific services  requirements and these may be incorporated in the role requirements as long as they are at a similar and appropriate level to the other listed duties.
Scope 
· Ensure the maintenance of a clean and orderly working environment

· Ensure that buildings and site are prepared for each person accessing the service on a daily basis .

· Undertake emergency cleaning duties, clean furnishings, bedrooms and bedding on a daily basis
· Indoor work; cleaning, minor repairs in toilet areas; deals with spillages, waste collection and stock control.

· Report faulty equipment and other maintenance requirements to appropriate person and act on concerns to minimise risk and make areas safe.
· Requires regular physical effort such as bending and stretching, pulling or pushing cleaning equipment with occasions of more intense effort, such as moving or lifting wet laundry and furniture

· Regularly exposed to conditions that are generally unpleasant, hot, cold, wet, noisy, and dirty or that involve some measurable risk (soiled laundry)
Work Profile   
· Perform duties in line with Health and Safety and COSHH  regulations and take action where hazards are identified, report serious hazards to line manager immediately

· Regular cleaning of designated areas, all bedrooms, offices (including keyboards and screens), sensory rooms, sleep in rooms, communal areas etc. Assist with the maintenance of specialised equipment following training, for example commercial laundry equipment 

· Act as a  contact in relation to premises related contractors. 

· Arrange and as appropriate complete regular maintenance and safety checks 

· Undertake record keeping as directed

· To adhere to  MKC guidelines and exercise professional discretion at all times.

· Be aware of and comply with policies and procedures relating to Adult Social Care, Safeguarding, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Participate in training and other learning activities and performance development as required

· Contribute to the overall ethos/work/aims of the  service.
· Attend relevant meetings

· To maintain confidentiality

Other information 
Milton Keynes Council is committed to safeguarding and promoting the welfare of children and vulnerable adults. All employees are expected to share this commitment, to follow the Council’s safeguarding policies and procedures and to behave appropriately towards children and vulnerable adults at all times, both in work and in their personal lives.

The Short Breaks Service is defined as Regulated Activity and therefore this post is subject to an Enhanced with Barred List Criminal Records Bureau check

PERSON SPECIFICATION

In this section the Skills, Knowledge, Qualification and Competency requirements to perform the role to a satisfactory standard are set out.  The extent, nature and level of the role holder’s knowledge and skills should be specified

Awareness 
some knowledge or skills sufficient to show aptitude and the ability to learn in the particular work area

Significant 
knowledge and skills gained through practice and/or qualification sufficient to fulfill the role requirements 

Extensive 
knowledge and skills gained through practice and/ or qualification to fulfill the role requirements and contribute to training others and developing policy and practice in the work area

	PERSON SPECIFICATION

 
	Examples specific to role
	Required
	Level
	Method of Assessment interview, testing, reference

	
	
	Essential
	Desirable
	Awareness
	Significant 
	Extensive
	

	SKILLS AND KNOWLEDGE 

Technical knowledge and qualifications 
	Knowledge of COSHH regulations

Willingness to undertake training in COSHH regulations

Willingness to undertake health and safety training

Ability to undertake minor repairs to soft furnishings, bedding and clothing (i.e. not requiring qualified craftsperson) and maintain a clean and tidy environment
	√

√

√

√


	√

√

√

√


	
	√

√

√

√


	
	Application Form

	Planning and organising work 
	Ability to organise own work

Ability to be flexible to meet service need

Ability to work to a schedule
	√

√

√


	
	
	√

√

√


	
	Application Form / Interview

	Planning capacity and resources
	Ability to monitor, manage and report stock levels.
	√
	
	√
	
	
	At interview

	Influencing and interpersonal skills
	Able to work as part of a team

Able to work flexible understanding the needs of older people with learning disabilities and complex support needs

Able to liaise with contractors and be point of contact
	√

√

√


	
	
	√

√

√


	
	At interview

	PROBLEM-SOLVING

Using initiative to overcome problems
	Ability to solve simple job related problems and report other more significant problems.
	√
	
	√
	
	
	At interview

	Managing risk
	Aware of risks associated with using electrical appliances & chemical substances.

Reporting identified risks to others outside of the job role.
	√

√
	
	
	√

√
	
	At interview

	Managing change
	To be able to think through and understand the benefits of change.
	
	√
	√
	
	
	At interview

	ACCOUNTABILITY and RESPONSIBILITY

Undertakes tasks without supervision
	To be able to work to a cleaning schedule and to complete tasks within given timescales.

Has an understanding of the implications of cost effective use of materials and equipment.

Ability to ensure the environment is prepared to support individual needs on a daily basis.

Recording information as required using electronic recording
	√

√

√

√


	
	√

√

√

√


	
	
	At interview


COMPETENCIES REQUIRED – All post holders must be able to comply with the Council’s core competency requirements which include communication, respect for others, customer service, drive for results, delivering the promise and continuous personal development.

SPOKEN ENGLISH FLUENCY DUTY REQUIREMENT - The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential for this post.
Other information

· able to travel to meet service delivery requirements

· available to undertake work outside of normal working hours

	
	
	
	

	Signed Job holder   
	Signed Line Manager     
	Signed Service Head    
	Date


