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JOB DESCRIPTION 

JOB TITLE:



HOUSEKEEPING ASSISTANT 
RESPONSIBLE TO:
HOUSEKEEPING SUPERVISOR / OPERATIONS DIRECTOR
QUALIFICATIONS:
INFECTION CONTROL CERTIFICATE

JOB SUMMARY:
To maintain the cleaning standards set by the Operations Director/ Housekeeping Supervisor throughout the Hospital and staff accommodation.
1.         Key Duties and Responsibilities
a. To carry out cleaning procedures as detailed in the Housekeeping policies & procedures manuals as directed by the Housekeeping Supervisor.
b. To adhere with the Hospital’s Values & Believes.

c. To follow the Hospital Cleaning Procedures in the designated work area.

d. To carry out Floor Cleaning Procedures as required.

e. To order on a twice weekly basis all cleaning materials required to carry out duties and complete consumptions sheets as required.

f. To ensure all cleaning equipment and materials are maintained and used correctly.

g. On completion of cleaning each room, double check work for accuracy and confirm checking of room by completing the ‘room checked’ document and sign accordingly.

h. Clean all used equipment at the end of each shift. 

i. To ensure the Housekeeping store rooms are kept clean and tidy at all times.

j. To follow the Hospital Infection Control Policy.

k. To follow the Hospital Health and Safety Policy.

l. To follow Hospital Policy on personal hygiene and appearance.

m. To have personal knowledge and comply with Hospital Evacuation Procedures.

n. After training, to adhere to COSHH Regulations and the Hospital Policy for colour coding for cleaning purposes, including those for special/isolation cases.

o. To report to the Housekeeping office punctually at the beginning and end of each shift, and sign the attendance book accordingly.

p. To report for duty in clean, correct uniform as per uniform policy, wearing name badge and security pass.

q. To liaise with the Housekeeping Supervisor and follow up any complaints or discrepancies in order to maintain the Hospital’s high standards.

r. To attend all Housekeeping staff meetings and training sessions, including mandatory updates.

s. To report all maintenance faults to the Housekeeping Supervisor/ Team Leader in charge as soon as possible. 

t. To make beds in patients rooms, as per instructions.

u. To maintain a cheerful disposition at all times, with patients and staff.

v. To maintain department documentation requested by the Housekeeping Supervisor.

x. 
Any carry out any other duties commensurate with the profession, which 
may be allocated at any time by the Housekeeping Supervisor/ Team Leader. 
2. 
Linen Room:

a. To carry out correct procedures for taking delivery of linen, unpacking, checking, counting and issuing of daily clean linen as directed by the Housekeeping Supervisor/ Team Leader.
b. To carry out correct procedures for laundry, uniforms, dry cleaning and patients’ laundry service as directed by the Housekeeping Supervisor/ Team Leader.
c. To carry out the laundry and ironing of Hospital linen and uniforms as directed by the Housekeeping Supervisor/ Team Leader. 

d. Deal appropriately with the late collections of laundry.
e. To carry out systematic monitoring of linen /uniforms cleaning standards.

f. To carry out procedures for taking delivery, unpacking, counting, checking and issuing of Theatre uniforms.

g. To ensure that all sewing/repair tasks carried out correctly and in a timely manner.

h. To ensure all the Linen Room Department keys are accounted for at the end of each shift and security and allocation policies are carried out, including ensuring all linen stores are kept locked.

i. To assist/ensure that special requests from staff/guests are carried out in a timely and cost effective manner.

j. To ensure stock rotation procedures are carried out when recording any items taken from stores.

k. Ensure all areas of the Linen room department are kept clean and tidy on a daily basis.  In conjunction with the Housekeeping Supervisor/ Team Leader ensure periodic spring cleans are carried out.

l. Ensure linen is provided for functions and meetings, e.g. table cloths, napkins and baize’s.

m. To carry out correct procedures for collecting and issuing linen to residents of the Hospital accommodation.
3.        Theatres

a. To cover the cleaning of Theatres, to include various shifts (including nights), as per the cleaning schedules.
b. Ensure periodic spring cleans are carried out.

c. To clean late night discharges when required.
d. To clean MRI unit.

4.
Other Responsibilities

a. 
To provide holiday / sickness cover for cleaning as required.

b. To read annually Hospital Health & Safety files, Security and Fire 
Regulations file.

c. To run patients’ shower on a daily basis, recording it in the book provided.

d. To clean late discharges/early admissions as per instructions.

e. To hand in lost property to the Supervisor in charge.

f. 
In accordance with the Hospital’s Data Protection Policies, staff have a 
responsibility to maintain the confidentiality of patients and employees 
records. 

The Job Description is intended as a general guide to the post but it may change in line with the needs of the department or at the request of the Operations Director/ Housekeeping Supervisor. 
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