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JOB DESCRIPTION


1.
MAIN PURPOSE OF JOB:

1.1
To ensure a high standard of cleanliness and hygiene throughout the Home including residents’ rooms, public rooms, bathrooms and toilets, pantries and all common parts.

1.2
To maintain a high standard of efficiency and cleanliness of household and residents’ personal laundry.

1.3
To assist in all aspects of daily kitchen cleaning duties to very high standards.

1.4
To ensure a high standard of cleanliness and hygiene within all aspects of the Dining Room, assisting in the serving of residents’ lunches and suppers as required.

2.
WORKING RELATIONS:


Internal:
Managers, all Staff, Residents and Visitors.

3.
KEY OBJECTIVES:

General Domestic Duties

3.1
To clean all areas as allocated by the Manager/Supervisor including furniture, fittings, carpets and fabrication.  Duties to include: vacuuming, dusting, washing floors, wiping down skirting boards and cleaning the inside of windows as required and defrosting of refrigerators in residents’ pantries.

3.2
To maintain the privacy and dignity of the residents whilst working in their rooms.

3.3
Maintain and understand the implications of food hygiene when working in the Residents’ pantries.

3.4
 Maintain high standards of hygiene when cleaning in areas such as bathrooms and toilets where there is the possibility of cross infection.

3.5
To maintain all equipment in good clean working order and to report any equipment or fittings that may require maintenance.

Laundry Duties

3.6
To manage the laundry procedure and required throughput of laundry to prevent unnecessary build-up. To order and ensure a regular supply of detergent and fabric conditioner.

3.7
To wash and iron all residents’ and household laundry and to attend to light repairs as necessary. To name residents’ personal laundry as required and distribute laundry to residents’ rooms as required.

3.8
To ensure the correct use of bags with particular regard to soiled and infectious laundry.

3.9
Maintain high standards of hygiene in the laundry at all times to prevent all possibility of cross infection, always wearing gloves when handling soiled laundry.

3.10
To maintain all equipment in good clean working order including the daily de-fluffing of dryers and to report any defects of equipment that may require maintenance to the Manager.

Kitchen Duties
3.11

Maintenance of high standards throughout the total operation whilst being aware and 
adhering to all due diligence legislation.

3.12
To ensure the general cleanliness of the kitchen, stock rooms, floors, work surfaces, sinks, refuse bins and equipment as detailed in the cleaning schedule or as required by the Chef or in their absence the Deputy.

3.13
Replenishment of all kitchen cleaning supplies, hand washing supplies, oven cloths 
paper supplies, refuse sacks and correct removal of refuse liaising with the Chefs/Managers
3.14
Washing of cooking pans and kitchen utensils on a daily basis.

3.15
To be aware of the strict procedures for storage, preparation, cooking, holding and service to reduce as far as is practicable the possibility of cross contamination.

3.16
To liaise, if appropriate, with the Chef/Caterer as to stock levels to assist in the ordering of supplies.

3.17
To maintain high standards of personal hygiene at all times and ensure that sickness procedures are adhered to, i.e. any incident of sickness, diarrhoea and flu-like symptoms must be reported before attendance on duty

Dining Room Duties

3.18
To clean all areas as allocated by the Manager/Supervisor including furniture, fittings, carpets, fabrication, crockery, cutlery, glassware and silver.

3.19
Maintain and understand the serious implications of food hygiene legislation and personal hygiene and appearance when serving meals to the residents in the Dining Room.

3.20
To maintain all equipment in good clean working order and to report any   equipment or fittings that may require maintenance.

3.21
To undertake any other duties, within your area of competence, as required by the Manager.

4.
HEALTH & SAFETY:

4.1
To comply with regulations regarding Health & Safety Policy and procedures and to be aware of safety hazards within the Home adhering to any risk assessments, safe 
systems of work, manual handling and lifting procedures.

4.2
To comply with COSHH Regulations to ensure correct storage, use and control of hazardous substances.

5.
APPRAISALS:


To participate in the Society’s Annual Appraisal Scheme.

6.
TRAINING:

6.1
To undertake statutory and mandatory training to meet the requirements of current legislation.

6.2
To attend in-house and external training courses as identified by your Line Manager.
7.
CONFIDENTIALITY:

All staff must respect the confidentiality of any matters they may learn in the course of their duties relating to residents, staff and the general public as well as matters of business concerning the Society.
Signature:
________________________________________

Print:

________________________________________

Date:

______ / ______ / ______



POSITION: DOMESTIC STAFF





REPORTING TO: HOME MANAGER/DOMESTIC SUPERVISOR
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