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Job Description 
Job Title:

Housekeeping Supervisor 
Department:

Housekeeping 


Accountable to:
Housekeeping Manager
Responsible for:
Day to day supervision of Housekeeping Team Leaders to include Stowe    property/accommodation, and Easter, Summer Commercial Letting.
Purpose of the job:
To provide support  to the Housekeeping Manager by ensuring that the business is cleaned and maintained in line with school and guest expectations. To deputise for the Housekeeping Manager in her absence and to undertake duties of the Housekeeping Manager. 
Context:
Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 770 pupils. There are around 400 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens the grounds to over 100,000 visitors a year. Stowe House is open to the public during the School holidays and, for guided tours, during term time.

Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Values and Behaviours:
The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below. 

The Stowe Community is committed to working together to achieve Stowe’s aims and objectives; it is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations.  We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance. 

Key Responsibilities and Accountabilities:
· Induct all new members of the cleaning team and provide in-house training
· Notify management of occurring deficiencies or needs for repairs
· The supervision of all Team Leaders focussing on their performance in terms of standards and performance
· Review work schedules
· Ordering cleaning materials and monitoring all cleaning activities 
· Follow all health and safety regulations
· Motivate team members and assist in strategies to boost performance 
· Accomplishes staff job results by coaching counselling, disciplining, planning, monitoring and training 
· Conduct performance reviews/job chats 
Key Tasks:
· Ensure the environment is cleaned and maintained to the highest possible standards

· Allocation of precise and clear instructions to be performed on a daily basis to all Team Leaders
· Perform return to work interviews

· Training in relating to colour coding and COSHH regulations 

· Perform probationary reviews

· Responsible for answering routine enquiries on a daily basis relating to the work of the department

· Personal interaction to ensure harmonious relationships between the Cleaning Team, Pupils, Matrons and Houseparent’s 

· An active member in Team Leader meetings 
· Perform room checks to ensure rooms are kept to a good standard

· Ensure stock levels are properly maintained
Resources: 
· Delegate to Team Leaders, providing constructive feedback
· Address problems with work quality in an effective, timely manner
· Adhere to health and safety guidelines ensuring all staff follow company policies and legal regulations
· Provide support to staff as requested and in accordance with own training / skill parameters
General:

· The post holder may be required to perform duties other than those given in the job description for the post. The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibilities entailed. Such variations are a common occurrence and would not themselves justify the re-evaluation of the post. In cases, however, where a permanent and substantial change in duties and responsibilities of the post occurs, consistent with a higher level of responsibility, then the post would be eligible for re-evaluation 
· To take responsibility for upholding and complying with the School’s Equality and Diversity policies and for behaving in ways that are consistent with fair and equal treatment for all.
Hours:
Post 1 – 8am to 3pm - 5 days out of 7

Post 2 - 7am to 3pm – 5 days out of 7
Person Specification 

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	· Not applicable


	· Not applicable

	Specialist Skills & Experience
	· To work in compliance with Health& Safety to ensure hazards are identified
· Ensure hygiene standards, cleaning procedures, practises and equipment are in line with best practise and legislation 
· Ability to lead a team by influencing and persuading 
· Excellent planning and organising 

	· Previous cleaning experience

· COSHH

· Multitask 

· Experience of managing a team

· Time management 

· Able to prioritise 

· Be fully aware of workplace diversity 



	  Personal Skills
	· Strong focus on Team, staff and pupils 
· Committed to developing self and others

· Flexible in approach to work to meet demands

· Good Team worker

· Ability to solve problems/offer solutions

· Good interpersonal skills

· Ability to communicate at all levels

· Confidence in addressing conflicts and offering resolutions 
	· Supervisory skills
· Customer service experience
· Good knowledge of  Health & Safety/fire awareness 
· Ability to liaise professionally and effectively between school staff, cleaning team, Matrons, Houseparent’s and Managers as and when necessary 

· To assist the Housekeeping Manager to manage staffing within budgeted and forecasted targets 
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