BRITAIN YEARLY MEETING 
JOB DESCRIPTION 
	JOB TITLE:

           Housekeeping Assistant Full Time  
REPORTING TO:

Housekeeper and Housekeeping Supervisor 
RESPONSIBLE FOR:     
No responsibility for staff
DEPARTMENT:

Facilities & Property Services 


DATE:


               February 2025





Job Purpose 
Supporting the overall smooth running of the Housekeeping service. By maintaining all the offices, corridors and stairs, general, public and other areas to the highest possible standards of hygiene, cleanliness and comfort to the buildings service specification for Friends House to promote a welcoming and eco friendly environment 
Key Accountabilities & Main Tasks: 

· Follow the working schedules of all areas which are to be cleaned in the course of daily duties and for periodic cleaning efficiently and swiftly to the required standards
· Areas that require cleaning include the garden, main entrances, receptions, all corridors and stairs, lifts, courtyard, bins, fire exits, café, bookshop, library, all toilets and all offices/staff kitchens, changing rooms and any other areas that form part of the daily cleaning schedules as instructed
· Cleaning of these areas could include operating heavy cleaning machinery (for example, jet washing machine, shampoo cleaner, imop, floor scrubber, steamer and electric polisher), mopping, high dusting, spotting stains, polishing brass, litter picking, sweeping and general vacuuming
· Use cleaning equipment as directed and within COSHH rules
· Carrying out periodic deep cleaning of meeting spaces, including the auditorium and other rooms and offices
· Use cleaning equipment as directed and within COSHH rules
· Complying with H&S regulations using the correct signage to warn clients of work in progress
· Keep corridors free of furniture and clutter at all times. Ensuring no fire exits are blocked in any way 
· Keep the store room tidy and organised at all times and ensure all cleaning equipment is returned clean and in safe working order
· Report any shortage or damage of cleaning supplies and equipment
· Report any building defects which are found in the course of duties
· All identified refuse to be taken to the recycle collection point
· Comply with all company and statutory regulations relating to health and safety, safe working practices, PPE, hygiene, cleanliness, fire and COSHH
· Provide high standards of personal hygiene, appearance and cleanliness at all times
· Immediately report any incidents of accident, fire, theft, suspicious persons or belongings, loss, damage or other irregularities
· Assist in helping to maintain a conscious approach to security and sustainability within the building
· Attend training courses and meetings as is necessary to maintain standards in the operation and assist in carrying out the job role efficiently
· Undertake any other duties as reasonably required by the Housekeeping Team Supervisor or Duty Supervisor or Manager (during off peak periods this could involve other duties in the department)
2. Intellectual Demands  
· The post holder is required to provide a high level of attention to detail, working swiftly, efficiently and effectively, with the ability to follow all statutory regulations and good working practises
· Competent in handling electrical appliances and cleaning machinery
3. Judgements  
· The post is defined by policies, procedures and codes of conduct
· Sensitive meetings and literature require a level of confidentiality
4.   Communications  
Internal:    80%
Direct contact with staff at all levels of the organisation, the majority of which is with other members of the hospitality and facilities team. This role involves a great deal of teamwork and coordination between different divisions of the Hospitality operation
External:    20%
This role involves possible contact with customers through one to one meetings and by discussing any change of set up requirements direct with the client. The role also involves communicating with external technicians and tradesmen
6. Physical Demands & Co-ordination 

The role involves prolonged periods of standing on your feet, moving of equipment / furniture, manual handling of chair stacks and boxes and working with electrical equipment and machinery
7. Working Conditions and Emotional Demands 

Have interaction with a high volume of people from a variety of backgrounds within short periods of time and have varying needs. Some customers can have difficult requests and be very demanding   
Certain tasks can be allocated to specific individuals or pairs as set out in the Work schedule, but remains interchangeable during any five working days out of seven typically from 0700 to 2300, as directed by the rota, including BYM events/weekends
The nature of the hospitality operation means differing shift patterns may occur typically between the hours of 0700 and 2300 Monday to Sunday, totalling the contracted working hours. Overtime hours may be asked but not presumed
Due to the nature of the hospitality operation the role sometimes requires lone working and without supervision
The role is required to wear a uniform as provided/ specified in the work schedule, which makes the role visible to building users. This may result in being asked questions that are not directly linked to the actual role, so initiative is required to redirect as appropriate
OTHER RESPONSIBILITIES:  
· To undertake duties and responsibilities commensurate with the post

· Responsible for ensuring that BYM’s Safeguarding Policy is adhered to in all aspects of the role 
· Responsible for ensuring that BYM’s Equal Opportunities Policy is adhered to in all aspects of the role 

· Responsible for ensuring that BYM’s Health & Safety Policy is adhered to at all times 

· Responsible for ensuring that BYM’s commitment to sustainability is adhered to in all aspects of the role 
· Responsible for ensuring that Britain Yearly Meeting’s Staff handbook is adhered to at all times.
· A commitment to championing equity, diversity and inclusion in our workplace community 

Safeguarding Requirements 
· Completion of mandatory training modules on safeguarding adults and children, including annual refresher training.  

BRITAIN YEARLY MEETING
PERSON SPECIFICATION  
	Job Title:          Housekeeping Assistant  
Department:     Facilities and Property Services  
Date:                 February  2025


ESSENTIAL KNOWLEDGE 



· Knowledge of and sympathy with Quaker values
· An ability to communicate in spoken and written English
· Have a full working knowledge of cleaning equipment, materials, agents and machinery
· A good understanding of equity, diversity and inclusion in the workplace

ESSENTIAL QUALIFICATIONS 
· Previous training records of COSHH, Manual Handling or cleaning qualification
ESSENTIAL EXPERIENCE 
· A minimum of 2 years cleaning experience within a comparable business size and type building
· Communicate with people face to face, in a customer service environment 
· Machinery and soft surfaces cleaning

ESSENTIAL SKILLS 
· Demonstrable ability to work as a team player
· Demonstrable ability to work unsupervised under own initiative

· Flexibility in shift patterns and work areas

· Ability to follow directions and work schedules

DESIRABLES  
· Willingness to learn new skills
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