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SERVICE: Children and Young People’s Services
SERVICE GROUPING: Looked After and Permanence Service

	1. 
	POST TITLE:

	Housekeeper

	2. 2.
	POST NUMBER:

	

	3. 3.
	GRADE:
	GRADE 3 - Job Evaluation Ref No: A5864


	4. 
	LOCATION:
	Your normal place of work will be a specified Children’s Home. However, you may be required to work at any council workplace within County Durham.



5.
RELEVANT TO THIS POST: 
Disclosure & Barring Service:    
Subject to DBS Enhanced Disclosure
  

5. ORGANISATIONAL RELATIONSHIPS:
The post-holder will be accountable to the Manager of the relevant Children’s Home.  Much of the interactive work with young people and the day-to-day duties will be conducted with guidance and help from the Senior Residential Social Workers on duty.
7.
DESCRIPTION OF ROLE:

To provide a clean, welcoming, safe and homely environment for young people.  You will work as part of the team to aim to provide the best opportunities and outcomes for young people.  This post will involve direct interaction with the young people in the home with the joint aim of providing them with domestic care needs and assisting them to develop their own self-care skills.
8.
DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
8.1
Listed below are the responsibilities this role will be primarily responsible for:
8.2
To undertake any mandatory training and necessary refresher training. To undertake other t
raining as directed by the Manager.

8.3 
To prepare, cook and assist in the serving of meals and refreshments, including special dietary requirements for the staff and young people in the home.

8.4
To actively involve young people in menu, purchasing and preparing of food.

8.5
To make sure the kitchen is seen by the young people as part of their home.

8.6
Where appropriate, to work closely with stores and suppliers to ensure that there are adequate supplies of provisions, through the use of efficient ordering systems.

8.7
To ensure Health and Safety requirements is adhered to.

8.8
To meet and discuss regularly with staff and young people creative ways of providing food.

8.9
To carry out all cleaning duties relating to kitchen areas including the work schedule.

8.10
To observe safe working methods to avoid causing any harm to the users of the building.

8.11
To ensure that all equipment and cleaning materials are used and stored effectively and safely.

8.12
To ensure that living areas, offices, toilets, walls, windows, etc. are maintained to a high standard.

8.13
To ensure that all visitors are adequately catered for.

8.14
To be responsible for the ordering and storage of cleaning supplies.

8.15
To ensure that all necessary maintenance work is reported and recorded accordingly.

8.16
To ensure that all Health and Safety regulations are adhered to, especially COSHH regulations.

8.17
To ensure that equipment and cleaning materials are used effectively and safely.

8.18
To encourage and assist young people to develop personal skills in this area including care of bedrooms and group spaces.

8.19
To perform all tasks associated with the care of the young people’s clothing including washing, ironing and mending.

8.20
To manage bedding and linen changes including the transportation of linen to central laundrette and completion of its washing / cleaning.

8.21
To assist young people in the care of clothing and belongings.

8.22
Where appropriate to manage and co-ordinate outgoing and incoming deliveries of laundry for the relevant Home, as requested by the Manager.

8.23
To launder curtains, duvets, towels, tablecloths, tea towels and other items where required.

8.24
To liaise with the Manager concerning the upkeep of furniture, furnishings and fittings throughout the House.

8.25
To display an interest in the progress and daily experiences of young people.

8.26
To work as an integral part of the House team under the direction of the Manager and in direct contact with young people.

8.27
To work flexibly as required by the Manager.

8.30
To undertake any relevant duties commensurate with the grade as requested by the Manager of the home or duly appointed officer.

9.
COMMON DUTIES AND RESPONSIBILITIES:
9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.
 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation, we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.
9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification:  
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	
	Domestic Care, equal to or above NVQ level 3.

Food Storage, Handling and Hygiene Certificate.
	Application form

Selection Process

Pre-employment checks



	Experience
	Preparing meals, cooking, cleaning and domestic responsibilities and duties.
	Experience in any of the following:

Ordering, stock management and control.

Experience of working in a residential establishment with children.

Recording information.

Handling household monies.
	Application form

Selection Process

Pre-employment checks



	Skills / Knowledge
	Inter personal / communication skills with

children, young people and adults.

Ability to seek guidance and act on advice.

Basic literacy and numeracy.
Basic understanding of children’s needs.
	Any of the following:

Develop and deliver parts of young people’s care packages.

Health & Safety Regulations.

Social Services Department.

Broad understanding of Child Development.

	Application form

Selection Process

Pre-employment checks



	Personal Qualities
	Caring and sensitive approach towards people.

Enthusiastic, reliable, resilient, approachable.

Cleanliness.

Flexible approach to work

Ability to work within a team.

Registerable as a worker in a Children’s Home.
	
	Application form

Selection Process

Pre-employment checks
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