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Position Title: Housekeeper
Manager’s Position: Housekeeping Supervisor

	Result Statement

	This position is accountable for producing the following result:  To help acquire and retain long-term, quality clients for the company by keeping private resident areas, public common areas and business areas impeccably clean in accordance with the company’s Strategic Objective.



	Tactical Work Listing

	1. Clean resident apartments, the common areas, and the dining area.
2. Keep chemicals safe.
3. Clean the bathroom area in resident apartments including toilet, walls, shower, and floor, as well as the sink and vanity mirror area and delivering clean towels. The bedroom and living room area the housekeeper is responsible to vacuum the floors, change the sheets on the bed, and dust accessible furniture. The kitchen counter, sink, and outside and inside of refrigerator are also areas that housekeepers are responsible to keep clean.
4. Complete all cleaning assigned for route assignments and contract cleaning.
5. Make beds and change linens.
6. Empty wastebaskets and wipe clean.
7. Inspect and clean shower curtains.
8. Watch for company dishes in apartments, return to kitchen.
9. Vacuum apartments and hallway.
10. Perform "emergency" cleaning.
11. Empty and service vacuum cleaner..
12. When an apartment is vacated, the housekeepers will assure that everything is prepared for the next rental.
13. Assist residents in moving in, out, or changing apartments. (make sure bed is made and towels are provided.)
14. In the common areas - the living room, the hallways, the activity area, and other rooms accessible to all residents - the housekeepers' responsibility is to vacuum and dust, as well as empty trash. In common bathrooms, the responsibility of cleaning the floors, sinks, urinals, and toilets, as well as stocking toilet paper and hand towels is included.
15. Be familiar with community chemicals and cleaning purposes for each chemical. Know appropriate measurements for each.
16. Complete special cleaning projects.
17. Prep cart for next day - each housekeeper is responsible for her own cart. It should be loaded with adequate supplies for one complete day.
18. Be familiar with emergency procedures and assist in emergencies.
19. Report any noticed changes with resident health. 
20. Document all extra housekeeping charges. Submit such charges to the Administrator.
21. Attend Employee Development Meetings, Staff Meetings, and other meetings.
22. Assist with designing systems to improve quality of service.
23. Follow systems designed to improve quality of service.
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Position Title: Housekeeper
	Standards

	List quantity, quality, and behavior standards for which this position is accountable. Do not include those that belong on a system action plan.

	Position Specific

	1. The housekeepers are to be neat in appearance, with proper uniform, and pleasant at all times.
2. Be able to walk long distances. 
3. Be able to communicate clearly in verbal and written English.
4. Be able to use a computer including: Word, E-Mail and internet.
5. Employee Development Meetings will be held in accordance with RLG practices.
6. Systems will be created and developed as needed or as requested by RLG.
7. Systems created on-site will be implemented after RLG approval.
8. Participate in fire and disaster drills as they are held.
9. Notify administrator of suspected resident abuse immediately.
10. Attend and participate in all Staff Meetings. Staff Meetings are typically held monthly.
11. Be able to lift up to 50 pounds and use large cleaning equipment and cleaning chemicals.
12. Be self-motivated and well organized with the capacity to learn multi task program with the flexibility to redirect.
13. Resident apartments are to be cleaned weekly unless otherwise informed.
14. Common areas are to be cleaned….
15. Dining Areas are to be cleaned…
24. Keep chemicals safely in locked storage when not in use or when stored on carts. When chemicals are in resident apartments Housekeepers should keep chemicals visible to protect residents from accidental exposure.
16. Complete all cleaning assigned daily for route assignments and contract cleaning
17. Make beds and chance linens…
18. Empty wastebaskets and wipe clean…
19. Inspect shower curtains….
20. Clean shower curtains as needed.
21. Watch for company dishes…
22. Vacuum hallway by your apartments.
25. Perform "emergency" cleaning as required.
23. Empty and service vacuum cleaner daily as needed or once weekly
24. Assist residents in moving in, out …
25. Complete special cleaning projects as assigned.
26. Prep cart for next day…
27. Assist in emergencies as needed.
26. Report any noticed changes with resident health to community RN or Resident Care Manager….
28. Document all extra housekeeping charges. Submit such charges to the Administrator….
27. Attend Employee Development Meetings, Staff Metings, and other meetings as assigned.
28. Assist with designing systems to improve quality of service….
29. Follow systems designed to improve quality of service….
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Position Title: Housekeeper
	Standards

	Companywide

	1. All work will be performed in accordance with all government laws, regulations, ordinances and court rulings in those jurisdictions in which the company operates.
2. All routine work systems will be documented in an operations manual.  The information included in eh operations manual is proprietary.
3. All work will be performed according to company policies and standards inherent in all position agreements, system action plans, employee handbook, operations manual, ongoing policy memoranda and dress codes.
4. Client and company information will be held as strictly confidential outside the company.
5. Client health information will be held as strictly confidential.
6. All telephone calls, both internal and external, will be returned within one business day and within two hours whenever possible.
7. Manager will be notified in an exception report of any issues to be resolved or deadlines that cannot be met by reporting person, prior to the due date.
8. In coordination with RLG, all innovation will be quantified, tested and improved, then documented for routine implementation (i.e. well orchestrated once proven).
9. Problems with any system must be brought to the attention of manager in an exception report so the system can be improved, within the structure of the operations manual.
10. Employees are encouraged to recommend ideas for the improvement of their department and position that are consistent with the company’s Strategic Objective.
11. All policy memoranda indicating changes in policy and / or procedure will be stored in each employee’s operations manual, until the time an updated procedure is provided.
12. Employees will provide staff assistance as requested; each employee may be asked from time to time to cover other areas of accountability and / or departments.
13. All business communications, whether verbal, visual or written, whether for internal or external use, will be professional in tone and content and in accordance with applicable and existing company policies an standards.
14. Employees will respect each other’s time, space and need for concentration.  Socializing and interruptions must not impede workflow.
15. Employees will have regularly scheduled meetings with their managers.
16. Employees will be honest was they deal with everyone they come in contact with at work.
17. Employees will communicate with others in a respectful tone that is audible to the person(s) with whom he or she is speaking.
18. Employees will use positive, uplifting language and never use profane, vulgar or crude language.
19. Employees will exhibit a positive attitude toward and about their co-workers, supervisors, residents, guests, vendors and others whit whom they come in contact.
20. Employees will be punctual in clock-in and out for their assigned shifts as well as breaks. 
21. All emails will contain a RLG approved signature.
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Position Title: Housekeeper
	Signatures

	
Statement of the Position Holder: 
I accept the accountabilities of this position and agree to produce the results, perform the work, and meet the standards set forth in this position contract. 

     						     
Date						Signature

						     
						Printed/Typed Name

Statement of the Position Holder’s Manager:
I agree to provide a working environment, necessary resources, and appropriate training to enable the accountabilities of this position (results, work, standards) to be accomplished.

     						     
Date						Signature

						     
						Printed/Typed Name
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