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Job Description

Job Title:

Housekeeping Team Leader 
Department:

Housekeeping 


Accountable to:
Housekeeping Manager 
Responsible for:
No direct reports 
Purpose of the job:
To provide an efficient and thorough cleaning service to standards set by the Housekeeping Supervisor and/or Housekeeping Manager and undertake other non-cleaning duties in keeping with the role.
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 900 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:
· Train new staff
· Report maintenance and repairs to Matron, Head of Department or Housekeeping Supervisor 
· Direction of housekeeping staff on daily duties, take account of any requests from Matron, or Head of Department
· Stock control and ordering cleaning materials
· Follow all Health & Safety Regulations 

Key Tasks:
· Clean own area of responsibility 
· Allocate work and back fill when short staffed as required
· Check cleaning standards within area of responsibility
· Guide and direct team members on daily duties
· Perform ‘Return to Work’ interviews and fill out form as required 
· Training team members in all aspects of cleaning and Health & Safety procedures 
· Perform probationary reviews on new employees 
· Personal interaction to ensure good relationships between the Housekeeping team members, Pupils, Teaching staff and department heads
· Attend Team Leader meetings 
· Perform room checks to ensure rooms are kept to a good standard

· Maintain stock levels

· Use of machinery and equipment as required for general and deep cleaning tasks
· Spray furniture and soft furnishings with fire retardant spray as required

Resources:

· Operate relevant equipment safely, daily checks completed, report defects
· Maintain tidy and organised work spaces and storage areas

· Adhere to Health & Safety guidelines 

· 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:
Monday to Friday 17:30 to 20:30 15 hours per week
36 weeks (180 days)

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
	· Basic numeracy, literacy 

	· NVQ 
· BICs 

	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 small team

·  Basic chemical knowledge including their safe use. COSHH

	· Previous cleaning experience

· COSHH

· Multitask 



	  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 player

· Ability to solve problems/offer solutions

· Good interpersonal skills

· Ability to communicate at all levels 

	· Team Leader skills 
· Good knowledge of Health & Safety 
· Fire awareness 

· Customer service experience 
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