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JOB DESCRIPTION
HOSPITALITY / HOUSEKEEPING 
	JOB TITLE:
	Hospitality & housekeeping 

	
	

	ACCOUNTABLE TO:


	Living Well Catering and Hospitality supervisor



	JOB SUMMARY

· To provide an effective and professional Hospitality & Housekeeping support service within all areas of the Living Well, including staff rest room, working as part of the multi-professional team.  
· To carry out his/her duties according to the philosophy of the Hospice acting at all times in such a manner as to justify public trust and confidence.
· To support the catering and hospitality supervisor deliver hospitality to customers in the Living Well booked suites, requiring flexibility in start and finishing times.


	SPECIFIC DUTIES & RESPONSIBILITIES

	

	1.Cleaning 

	
	

	1.1
	Vacuum cleaning, including furniture where necessary.


	1.2.
	Damp dusting, high-level dusting, and polishing (as appropriate to area).



	1.3.
	Wet and dry mopping.



	1.4.
	Window cleaning (internal only).



	1.5.
	Tile, paint work and wall washing.


	1.6.
	Cleaning of all sanitary equipment and washroom areas.



	1.7.
	Emptying and cleaning of waste receptacles - non-clinical waste and removal to external collection points as per waste management procedures.


	1.8
	Support the café in relation to cleaning the public areas when requested.

 

	1.9.
	Periodic “deep cleaning” of areas including café and Alexandra suite and breakout room.


	1.10
	Spray cleaning / scrubbing floor surfaces using specialist equipment



	1.11
	The safe and secure storage of all cleaning and hardware equipment, and materials,
during and after use

	

	

	2.
	Hospitality


	2.1
	Assist with the service of food and beverages, as directed by the Living Well Catering and Hospitality supervisor, to a high standard of service.



	2.2
	To assist with the preparation of foodstuffs and refreshments as may be required for

meetings/hospitality 


	2.3
	Ensure hospitality areas are cleaned/vacuumed and furniture re set for the next function.



	2.4

	Ensure the supplies for hospitality are kept at a working level confirming enough goods are ordered in a timely manner


	2.5


	Regular cleaning of furniture to ensure the chairs are clean and free from any residue or stains in the Alexandra suite.

	
	

	
	

	
	

	3.     General


	3.1
	Reporting equipment faults, breakdowns, or other repairs to the Living Well Catering and Hospitality supervisor



	3.2
	Maintain a cleaning store with minimum / maximum supplies for the housekeeping and facilities areas, ensuring resources are optimised.



	3.3
	Ensure all cleaning tasks are carried out in accordance with Willowbrook Hospice policy on Infection Control.


	3.4
	Carry out all duties with regard to the Health & Safety at Work Regulation.



	3.5
	You are required (on an annual basis) to attend and comply with the mandatory training requirements, plus any other training as deemed appropriate.



	3.6
	To be competent of the nature of the substances worked with and the risks created by exposure to those substances (COSHH).



	3.7
	To be competent of the nature of risks associated with work routines (risk assessment data).

	
	

	
	

	
	

	CONFIDENTIAL

Through the course of your employment, you may be aware of information concerning patients and staff and volunteers.  All such information must be treated as confidential.  Breach of this confidence may result in dismissal.

REVIEW OF THE JOB
This list of duties is not intended to be exhaustive and the post holder will be expected to be flexible in carrying out the duties performed in all Hospice properties.
It is expected that the holder will carry out similar duties (not specifically listed) as and when required.

The Hospice operates a NO SMOKING policy.

Staff on duty will refrain from smoking on Hospice premises.

	
	


