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Job Description
Job Title: Domestic Assistant
Reports to: Estates, Health and Safety Manager
JOB SUMMARY
To be a member of the Catering and Housekeeping Team, assisting in ensuring the Hospice is a clean and safe environment for patients, by maintaining agreed levels of hygiene and cleanliness throughout the hospice. 

To assist with all aspects of the domestic services including cleaning, laundry and catering, maintaining the Hospice to the highest standards of cleanliness in accordance with all St Rocco’s policies, procedures and guidelines.

HOURS OF WORK
Your normal hours of work will be worked over 5 days, Monday to Sunday throughout the year. This will include some Bank Holidays and occasional out of hours working, depending on the needs of the hospice, so flexibility is required.
STRATEGIC RESPONSIBILITIES
· Follow food Hygiene and COSHH Regulations where appropriate. Using correct PPE as stated in the COSHH data sheets. 

· Follow standards set out in St Rocco’s policies and procedures (including kitchen HACCP file)

· To adhere to Health and Safety policy and procedures. Also to report to the H & S rep any issues that presents any hazards.

· Be fully aware, and comply with, fire, health, safety and security policies.

OPERATIONAL RESPONSIBILITIES
· Perform all cleaning functions as per cleaning schedule, using correct chemicals and specialist equipment (as required).

· To assist Cook as needed.

· To follow daily check lists of jobs, documenting cleaning activities in accordance with instructions and reporting any issues that prevent this from happening to the Catering and Housekeeping Manager.
· Ensure that linen is washed as per hospice policy and that the items are dried and pressed and stored as per hospice policy.

· To check Ward / Day Care / Dining Room cupboards and fridges for stock and cleaning. Ensure that the patient family fridge is stocked and dated.

· To re-fill food / beverage containers.
· Assist with stock control and store delivery’s correctly.

· Ensure that records and reports are correctly completed.

· Carry out any other tasks that may be reasonably assigned to you.

COMMUNICATION AND WORKING RELATIONSHIPS
· Cover other team member’s annual leave and sickness over a 7 day rota 52 weeks per year.

· To work as part of multi-disciplinary team, covering and working within all areas of the domestic department i.e. kitchen, laundry or cleaning inside the building.

· The post holder will be in close contact with hospice patients and their families, in addition to working alongside volunteers.

· Attend meetings as and when required.
· To support other team members by encouraging open communication,

· To work with other department staff in the Hospice to achieve operational targets.

PERSONAL DEVELOPMENT
· The post holder will be required to produce work of a high standard and to promote quality at all times.

· To attend annual mandatory training sessions.

· To participate in the annual appraisal scheme.
· To learn required skills and to widen experience as appropriate and keep up to date with new equipment in the hospice.
INFORMATION SYSTEM
During the course of your duties you may see or hear information of a confidential nature.  You are required not to disclose any such information to any unauthorised persons and to ensure safe and secure management of information within the Hospice in relation to both paper and electronic records.

ASSURANCE STATEMENT

The purpose of this job description is to outline levels of responsibility and accountability of this post, to ensure that all work undertaken by our staff is identified and lines of accountability are clear. This document does not attempt to describe all the tasks to be performed, and will be reviewed annually. 

CHANGES TO THIS JOB DESCRIPTION
The post holder will be expected to undertake additional duties as the requirements of the post change. Post holders have a responsibility to discuss any significant job changes with their line manager at the time the change occurs and agree any permanent substantial change.

It is the responsibility of all employees to adhere to general policies and procedures.
Person Specification

TITLE: Domestic Assistant 
DEPARTMENT: Facilities

	Criteria for selection
	Essential
	Desirable

	Education and Qualifications

· NVQ or other qualification in Cleaning and Support Services
· NVQ or other qualification in Catering
· Willingness to undertake any other training relevant to the role
	Y
	Y

Y



	Other Experience

· Performing cleaning tasks using a variety of methods and equipment
· Knowledge and experience of using cleaning equipment.
	Y

Y
	

	Job Related Skills and Knowledge

· Use of cleaning equipment including vacuums, steam cleaners, carpet cleaning machines
· Able to communicate with managers, staff and service users
· Safe - working practices
· How to prevent the spread of infection
	Y

Y

Y

Y
	

	Other Requirements

· Reliability

· Able to work as part of a team

· Understand the importance of confidentiality

· Ability and willingness to vary working hours and practices in accordance with the needs of the service
	Y

Y

Y

Y
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