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University of Brighton




Job Description

Department:


Accommodation and Hospitality Services
Location:


Varley Park
Job Title:


Housekeeper 

Post number:


CA8183
Grade:



2
Responsible:


Senior Residential & Catering Officer and Duty Manager

Main areas of responsibility:

1. To inspect halls rooms to ensure that agreed standards of cleanliness and housekeeping are met and to instigate corrective action where required.
2. To assist in the provision of a high standard of customer service to all callers, visitors, guests and students at the halls of residence.
3. To take all responsible steps to ensure that the university’s statements and policies relating to health and safety are observed by customers on site.
4. To help foster and maintain good customer relations.
Specific duties: 
1.  To inspect halls rooms to ensure that agreed standards of  cleanliness and housekeeping are met and to instigate corrective action where required.  

1.1  To ensure flats are ready for new arrivals.
1.2  To ensure self-catering equipment is clean and arranged in kitchens per specifications.
1.3  To ensure all bathrooms, toilets and communal staircases are cleaned to an agreed standard.
1.4  To ensure beds have been made to an agreed standard with fresh, unspoilt linen and towels.
1.5  To assist in the cleaning of accommodation if required.
1.6  To liaise with the contract cleaning supervisor(s) on site to ensure prescribed standards are consistently maintained across the halls site.
1.7  To ensure that the grounds and flat entrances are clear and report any mess to the duty caretaker/site manager.
1.8  To observe any maintenance issues and report as necessary.
1.9  To observe and report any breaches of residency e.g. smoking, interfering with firefighting equipment etc.
1.10 To work on own initiative to ensure high standards of cleanliness are maintained, especially at weekends when there is a high occupancy turnover and a hands-on approach is required.
1.11 To ensure classrooms and conference facilities are cleaned and set up in accordance to conference bookings.
1.12 To move items such as linen, bedding and self-catering equipment into individual flats and rooms in halls, ready for vacation business.
1.13 To count and sort used laundry, ready for collection and to receive and check the collection and delivery of clean linen and ensure items are stored in a clean area, ready for use.
1.14 To help in the restaurant and catering facilities during busy periods to maintain a high standard of delivery.
2. To assist in the provision of a high standard of customer service to all callers, visitors, guests and students and students at the halls of residence.

2.1  To act as a point of contact for callers, visitors, guests                        and students at the halls of residence.
2.2     To provide advice and information about the halls of residence, site facilities, local area, and deal with other general enquiries.
2.3     To resolve complaints or problems quickly and efficiently regarding housekeeping issues and ensure senior residences staff are briefed accurately concerning complaints about services.
2.4     To check all keys and key cards prior to arrivals, issue/allocate keys and ensure that keys and cards are returned at the end of a booking.
2.5      To liaise with colleagues within the university to progress/monitor outstanding maintenance issues that have been reported.
2.6      To report emergency items or repairs in accordance with departmental guidelines.
2.7      To assist with safe evacuation of residents as required.
3. To take all responsible steps to ensure that the university’s          

            statements and policies relating to health and safety are   


            observed by customers on site.
3.1      To supervise and assist staff in the checking of student and guest rooms for possible damage to university property, recording any problems and referring to the Residences Officer for invoices to be raised.
3.2      To report to the senior site staff all matters concerning the fabric of the building or equipment which may require attention/repair and to prevent the use of faulty equipment.
3.3      To inspect and ensure that all cleaning equipment is in clean and safe condition before being stored away in a secure place.
3.4      To ensure that all fire, health and safety regulations and general emergency procedures are adhered to, reporting problems to the residences officer or supervisor without delay.
3.5      To ensure that all articles and substances are handled, transported and stored in a safe manner in accordance with COSHH regulations and are labelled according.
4. To help foster and maintain good customer relations.
4.1      To respond in a prompt, friendly and appropriate manner to requests for service and information, referring customers to site manager if required.
4.2      To be aware of and be sensitive to customer needs and individual situations referring any concerns to the manager/supervisor or other senior residences member of staff.
Selection Criteria: 
The criteria below indicate the qualities that are needed to do the job well. Candidates for the post will be selected according to the extent to which they satisfy them, and their evidence of potential for developing the rest further. Most of the criteria must normally be met in order to qualify for selection.

Essential:

Knowledge/Qualifications Good working knowledge of housekeeping in a residential environment.
Communication Excellent verbal communication skills; clear, concise, timely and appropriate oral communication; persuasive, positive.
Sensitivity Listens well and considers others’ needs and perspectives; committed to maintaining confidentiality.
Self-motivation Reliable; honest; meets objectives on own initiative; performs routine tasks with enthusiasm; committed to continuous self-development.
Technical Commitment to and working knowledge of COSHH and other relevant health and safety practises.
Teamwork Flexible, co-operative, helpful; self-aware; collaborates well.
Organisation Systematic; efficient; meets agreed priorities.
Response to change Investigative; adaptable; prepared. 

Desirable:

Previous experience of working within a residential environment.
