Queens’ College
JOB DESCRIPTION
Housekeeping Dept

Job Title:


Housekeeping Team Member 
Grade:


QCD1

Reporting to:

Administration Assistant
Supervision: 

Limited
Job Purpose
· Contribute to the general upkeep of the College owned student accommodation and other College facilities.  This may be on the main College site or at other College owned student accommodation in Cambridge
· Provide a consistent service that meets the cleanliness standards set by the College 

Main Relationships

Domestic Bursar, Head of Housekeeping, Outside Properties Team, Main Site team members, Queens’ Fellows, Queens’ students, Queens’ staff, visitors and guests

Main Responsibilities 
· Clean and maintain internal College rooms and areas including bedrooms, toilets, bath and shower rooms, gyp rooms, meeting rooms, offices, staircases, communal areas and other College facilities
· Clean and maintain external College areas including staircases, bicycle storage areas, courtyards and other College facilities
· Carry out cleaning to a high standard and follow safe, logical procedures
· Prepare and remove waste for disposal or recycling
· Maintain and manage resources efficiently and effectively 
· Report damage, defects and malfunction within the College to the appropriate person within the Housekeeping Department 
· Report any left and found items to the appropriate person within the Housekeeping Department
· Report any unusual behaviour/activity within the College to the appropriate person within the Housekeeping Department

· Undertake any other duties and responsibilities appropriate to the post as directed by the Head of Housekeeping, Administration Assistants, Team Leader and/or Domestic Bursar

Additional Responsibilities may include:
· Provide a bed-making service 
· Provide a conference service 

· Provide a removal service
· Provide a laundry service

Self Management

· Comply with the College rules and regulations as set out in the Staff Handbook

· Comply with the Housekeeping Department’s grooming and uniform standard

· Comply with timekeeping and attendance rules and standard
· Actively participate in training and development activities and maximise opportunities for self development

· Attend and constructively contribute to Housekeeping meetings

Health, Safety and Security

· Demonstrate an understanding and awareness of policies, rules and procedures relating to Health, Hygiene, Fire and Life Safety

· Safely work with chemicals and equipment by following manufacturer’s guidelines, instruction given and/or training provided
· Familiarise yourself with emergency and evacuation procedures
· Report accidents, incidents and near misses in a timely manner to the appropriate person in the Housekeeping Department

· Comply with the Housekeeping Department’s key and room security procedure

Customer Service

· Demonstrate helpful and friendly customer service behaviours and attitude to both internal and external customers

· Perform your work related tasks in a manner that is considerate to others as part of a diverse environment including customers (both internal and external) and work colleagues from different viewpoints, cultures and countries

The above is designed to help you in the understanding of your role and is not intended to be a definitive list of your duties, as flexibility is required by all employees to meet the needs of the business. 
Person Specification
Good command of written and spoken English

Reliable, honest and trustworthy

Excellent inter-personal and communication skills

Flexible attitude and able to work alone and as part of a team

Physically fit and able to work at height
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