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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Housekeeper 

	GRADE:
	SCP 12-15

	POST NUMBER:
	9219B

	RESPONSIBLE TO

	Senior Independent Living Officer 

	JOB SUMMARY:

	To liaise with the Independent Living Officer to foster and maintain a lovely community spirit amongst the residents and additionally to keep the buildings and communal areas tidy and clean.

	ROLE REQUIREMENTS:
	

	1.
	To keep clean all communal areas of the scheme as directed by the Independent Living Officer

	2.
	To assist the Independent Living Officer in maintaining the security of the building .

	3.
	To act as a link when necessary between the Independent Living Officer and residents, highlighting any problems residents might have and alerting the Independent Living Officer. 

	4.
	To assist the Independent Living Officer in the organisation of activities for the tenants in the communal lounge.

	5.
	To be responsible for the guest room ensuring its suitability for visitors. 



	6.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	7.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	8.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	9.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	10.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	11.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	12.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 

This post has regular contact with Children/young adults/vulnerable adults and will be subject to the Council’s Policy on the Protection of Children, young Adults and Vulnerable adults.
The post holder must maintain at all times a satisfactory BASIC report from the Disclosure and Barring Service.
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PERSON SPECIFICATION
	JOB TITLE:
	Housekeeper

	POST NUMBER:
	9219B


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Good speaking and writing skills. 
	

	EXPERIENCE
	
	· Ability to work in and around older people 

· Some previous housekeeping experience.

	SKILLS & KNOWLEDGE
	Good communication skills.

Working safely in an environment with older people

Be able to use a common sense approach when carrying out duties 


	Some health & Safety knowledge e.g. COSHH

Be able to communicate and liaise with colleagues to report any items of concern. 

· Be able to raise requests for cleaning equipment and other items. 

	OTHER REQUIREMENTS
	Conscientious

Caring

· Have a friendly approach to residents and staff. 
	· To be able to work under flexible conditions

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  

A satisfactory BASIC report from the Disclosure and Barring Service.




	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






