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Job Description – Housekeeper
Department:  Property Services 
Responsible to:  Property Services Team Lead
Responsible for: Cleaning the offices, communal areas, toilets and bathrooms.
Location:  Based at the Hostel the post holder will be expected to work across all the sites and YMCANL locations on occasion. 
It is the organisation’s intention that this job description is seen as a guide to the major areas and duties for which the employee is accountable.  However, the employee’s obligations are bound to vary and develop, so the job description should be seen as a guide and not as a permanent, definite and exhaustive statement.  

Summary of YMCA North London

North London YMCA is a Christian organisation and part of a federated network of over 100 YMCAs in England and Wales.  YMCA North London consists of two organisations:
North London (Hornsey) Housing Society Ltd is an exempt charity and registered provider regulated by Homes England (formerly the Homes and Communities Agency (HCA)), providing housing and related services to homeless young people. The “Housing Society” is one of the largest supported housing provider in the London Borough of Haringey.  We accommodate and support disadvantaged young adults between the ages of 18 and 35 with a pressing housing need.  
North London (Hornsey) is a charity limited by guarantee, providing a range of community facilities including a fitness centre, childcare services, children’s sports and recreational activities and community events etc). The fitness centre provides the opportunity for over 1,000 people to remain physically active. The childcare team offer a range of breakfast, after school and play scheme activities. Whilst the Harringay Club provides a range of activities, including gymnastics, ballet and dance.

Job Purpose

The housekeeping team is employed jointly across both organisations. This post is part of a team that provides cleaning and housekeeping services within the Hostel, Fitness Centre, New Gallery, Harringay Club as well as the other YMCANL premises. The purpose of this job role is to ensure that our premises are regularly cleaned and maintained to a high standard, so as to ensure a comfortable and sanitary shared space and in compliance with health and safety regulations.
Key Duties and Responsibilities

All Housekeeping staff will be expected to carry out the following duties :

1. Cleaning
· Empty bins in the communal areas, residents lounge, learning centre, offices and interview rooms, toilets and lobby areas
· Spot clean corridors and walls in all buildings

· Damp wipe the window sills, mirrors, fire doors, office doors and handles

· Clean and shine the glass door in the reception area

· Damp wipe the light switches, telephones, shelving, surfaces, tables

· Scrub and sanitise drinking fountains

· Damp wipe table top surfaces

· Sweep, mop, polish the stairwells and clean the window frames in stairwells

· Vacuum the corridors on all floors

· Wipe down used equipment before returning to storage and empty vacuum bags

· Clean and tidy the cleaning store area and storage and lock securely

· Record any issues or incidents and communicate relevant information to the Supervisor e.g. locked rooms, denied access, abandoned rooms, faults, damage and any inappropriate or suspicious activity

· Wipe, vacuum and polish the lifts and landing areas on all floors regularly
· Mop the stairways and landings and sanitize the stair railings regularly 
· Remove all rubbish in front of the building before 07:30 a.m. daily
· Wash stairs at the front of the Gym entrance

· Clean and vacuum and tidy the communal laundry area, remove lint/fluff from dryers  and washing machines

· Regularly scrub the washroom facilities including tiled walls pipe work, sinks, toilets, urinals, and floors on a daily basis

· Regularly damp wipe and sanitize the washroom doors, handles, replenish toilet rolls and refill hand soap dispensers, bin liners

· Check the lights in communal areas and report faulty or broken lights to maintenance

· Scrub and buff shower floors regularly

· Mop the exits and doorways, scrub down bin areas

· Wash and sanitize bins

· Wipe down radiators and walls

2. Other

· Clean Void rooms in conjunction with Maintenance and Property Services

· Assist with bagging up of ex-residents personal items and ensure safe storage

· Record work completed on job sheets

· Report low stocks of cleaning materials to the Housekeeping Supervisor

3. GDPR / Data protection
· Maintain the integrity of the personal data; protect personal data from breaches and maintain the confidentiality of personal data.

· Report any data breaches promptly to your line manager.

Technical Competencies (relevant to role)
· Knowledge of housekeeping standards of cleanliness and hygiene

· Knowledge of safe usage of chemicals used in cleaning 

· Knowledge of safe handling/cleaning of bodily fluids
Additional 

· Behaves ethically and acts with integrity

· Demonstrates sensitivity and tact, diplomatic

· Encourages and demonstrates openness and honesty in dealings with others

· To work within the ethos and values of the organisation and be an ambassador for the YMCA in all external dealings

· Comply with all internal policies & procedures and the standards of behaviour as developed and issued to all employees

· Contributing to organisational initiatives and change programs

· Undertaking other duties of a similar professional nature and commensurate with the role as requested  

· Actively seek opportunities for personal development

· Flexible and available to work outside normal working hours including evenings, weekends and/or public holidays if and when required 

· Work across functional teams as and when required and work collaboratively with other departments 
· Report any Safeguarding concerns to the appropriate individual and awareness of safeguarding procedures
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Behavioural Competencies 

1. Builds Relationships

· Use good listening skills to build rapport and establish credibility

· Interacts well with people, shows commitment to working in partnership within a team and projects enthusiasm

· Shows commitment to working with customers and service users to maintain good working relationships

· Uses active listening skills to support and build rapport

· Promotes good personal and organisational achievements and gain recognition for the benefit of the customer

· Identifies and seeks to resolve negative behaviour that hinders collaborative working 

· Builds and uses networks within YMCANL and externally to help and advise 

· Work in partnership to focus on common goals to achieve success 
2. Communication & Influence
· Able to inform and persuade others
· Able to explain ideas and concepts clearly and concisely

· Promotes good communication both internally and externally

· Shows respect and takes into account the feelings of others

· Checks understanding of key messages with recipients
· Use good listening skills to build rapport and establish credibility

· Acts as an ambassador for the organisation

3. Empowered individuals  

· Coach, develop, support and build a competent and motivated team 

· Demonstrates a positive attitude and inspires others, shows encouragement

· Gives positive feedback

· Makes appropriate decisions to enable the team

· Trusts in others

4. Customer Service & Community Focus

· Seeks to understand the need of the customer/client and works to promote a culture that values equality and diversity to deliver services with equal access

· Works as part of a team, actively follows up on enquiries, requests and complaints

· Takes personal responsibility for customer service, ensures service delivery is in line with internal policies in a friendly manner

· Honest and straightforward and treats everyone with fairness, respect and professionalism 

· Seeks to receive feedback on individual approach from customers and colleagues

· Ability to identify any difficulties and confident to provide recommendations for improvement 

5. Investigates Issues and Develops Expertise

· Seeks to find solution to problems by asking questions to establish facts

· Gathers information to work together with a team to find logical solutions to problems

· Investigates issues be evaluating information and applying practical solution 

· Takes responsibility to develop skills by taking up learning opportunities and acquiring knowledge and skills relevant to the role

· Can analyse information to identify opportunities and able to identify the risks of taking a decision
6. Project/Change Management 
Demonstrates change as positive and acts as a role model for others 

· Acknowledges difference of opinion 

· Works as part of a team for constant improvement 

· Values constructive feedback to make personal change 

· Can discuss changes and the impact on the customer/client and aims to improve service delivery 

7. 
Delivers Results/Upholds Standards 
· Is committed to openness, honesty and considers the overall needs of YMCANL as well as own interests

· Encourages others to be open and honest and shows respect 

· Acts as a role model to promote the values of the organisation 

· Shows sensitivity and diplomacy when handling confidential information 

· Behaves ethically and acts with integrity

· Ensures accuracy and adheres to rules where essential and follow instructions to minimise risk 

· Check own work to ensure accuracy and produce high quality outputs

Meets deadlines and finishes scheduled tasks and/or raises alerts if there are issues 

Person Specification

	Requirement


	Essential
	Desirable

	Knowledge
	
	

	K1. A knowledge of commercial/Office cleaning methods and materials
	(
	

	K2. A knowledge of health & safety in relation to cleaning 
	(
	

	K3. Awareness of the important of National Colour Coding standards
	(
	

	K4. Knowledge of cleaning chemicals and safe handling COSHH
	(
	

	
	
	

	Aptitude
	
	

	A1. Good written and verbal communication
	(
	

	A2. Positive approach, adaptable to change
	(
	

	A3. Able to represent the organisation internally 
	(
	

	A4. Able to work alone and as part of a wider team
	(
	

	A5. Able to work independently and prioritise work flow to meet deadlines
	(
	

	A6. Able to deliver good [customer] service
	(
	

	A7. Able to work accurately and with attention to detail
	(
	

	A8. Able to spot potential health and safety hazards whilst working around the building and report them
	(
	

	
	
	

	Skills
	
	

	S1. Computer literate with the Microsoft suite of packages
	
	(

	S2. Interpersonal skills, able to communicate effectively with a wide range of staff and service users 
	(
	

	S5. Able to work as part of a team
	(
	

	S8. Able to prioritise under pressure and use initiative
	(
	

	Experience
	
	

	E1. Track record within cleaning and housekeeping services

	(
	

	E9. Experience of the voluntary or not for profit sector
	
	(


	
	
	

	Education
	
	

	Q1. Secondary School Education
	(
	

	Q2. Further/Higher Education
	
	(

	Q3. Evidence of recent relevant training

	(
	

	
	
	

	Christian Ethos
	
	

	V1 Willing and able to implement YMCA North London’s values within their work
	(
	

	V2 Willing and able to work within the Christian Ethos of YMCA North London
	(
	


	
	
	

	Personal Qualities
	
	

	P1 Able to present self and work effectively
	(
	

	P2 Personal & professional honesty and integrity
	(
	

	
	
	

	Circumstances
	
	

	C1. Able to travel and work at different YMCA North London sites and willing to work outside normal hours
	(
	

	
	
	

	Equality and Diversity
	
	

	O1. An understanding of Equality and Diversity issues
	(
	

	O2. Commitment to implementing Equality and Diversity policy
	(
	

	
	
	


Signed: ___________________________   
Date: _________________
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