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domestic assistant – Job description and person specification

	Position Title
	Domestic Supervisor
	Department
	Patient Services

	Generic Title
	Domestic Supervisor

	Reports to
	Domestic Supervisor

	




	Job requirements

	· Maintain a clean, safe and hygienic patient environment in line with the National Specifications for Cleanliness
· Be courteous, helpful and efficient, ensuring high standards of customer care and demonstrating commitment to a positive patient experience
· Deliver a cleaning service in accordance to work schedules and in line with Sodexo and Trust policy
· Seek to raise standards and improve service quality

	Job purpose

	· Assist in the management of a high quality, time responsive, cost effective and pro-active domestic service to meet the needs of the wards and departments to the standard required by the Client and Sodexo as set out in the Service Level Agreement.



	Accountabilities “what you have to do”

	Accountabilities or “What you have to do”

· Deploy a team of domestic & host staff, assessing workload schedules and allocating resources as required whilst prioritising urgent requests

· Supervise the work of all domestic & host staff in order to maintain and deliver a quality service according to set work schedules and procedures

· Undertake weekly monitoring of quality control systems for the domestic service

· Undertake appropriate remedial action in areas that do not meet the required standards.

· Oversee the reporting of maintenance defects of domestic equipment and chemicals, according to set procedures 

· Assist in implementing domestic & host policies to agreed standards 

· Monitor and report on all staff absences and sickness

· Complete all return to work interviews

· Ensure that all domestics’ materials and equipment are kept clean, hygienic, and well maintained. Ensure that all materials and equipment are always locked away when not in use

· Accurate completion of necessary documentation as requested

· Assist in the assessment of costs associated with any ad-hoc work requested ensuring an efficient and cost effective service

· Build and maintain effective relationships with staff and clients

· Motivate staff through good communications, regular team huddles & individual contact, progressing and feeding back to the management team on any issues raised, follow up on these and ensuring any necessary actions are taken.

· Complete all PDR’s for immediate reports

· Train new domestic & host staff 

· Ensure all job skills training is completed within the initial 90 day induction plan

· Ensure all job skills competencies are reviewed on an annual basis

· Maintain all H&S safety training to compliant levels

· Provide cover as necessary in times of staff shortages

· Analyse and resolve staff performance problems

· Conduct domestics’ appraisals
· Use of Navenio ward task logging systems
· Carry out routine admin tasks as required including Kronos clocking systems
· Assist in organising and implementing appropriate training in line with personal development plans 

· Complete surveys as required

· Perform other such duties as may be reasonably requested by the Patient Services Manager.


	Key Performance Indicators “What it will look like when you are doi  ng the job well”

	Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”

· Successful PLACE Inspection. 

· Quality Control results to a high standard.

· Feed back very good from Patient satisfaction survey

· Contentented Workforce 

· Full compliance in Health & safety at work.

	Person specification

	Knowledge, skills and experience

Essential: 

· Effective communication and customer care skills with patients, visitors, customers, clients and staff

· Strong interpersonal skills and an ability to communicate effectively with customers, clients, and staff at all levels

· Ability to monitor, lead, and develop a team of people increasing individual effectiveness through leadership, motivation, communication, coaching and training

· Understanding of relevant Health and safety, Employment and other legislative requirements.

Desirable:
· Knowledge of NHS policies, equipment requirements, and management practices

· Ability to achieve and set high standards and operate to performance criteria

· Positive approach to learning in role and identifying.




	Employee Name
	
	Date
	

	Employee Signature
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Deputy Manager
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Domestic Assistant
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