


LEAD HOUSEKEEPER


Department:	Housekeeping
Supervisor:	
Salary Range:
Shift:
FLSA Status:	Exempt


QUALIFICATIONS

	EDUCATION & CREDENTIALS:
	
Lead Housekeeper must possess the ability to read, write, speak and follow written and oral instructions in English.  High school education or G.E.D. preferred, but not required.  May not be a debarred provider.


	REGULATORY
COMPLIANCE
REQUIREMENTS:
	

The Lead Housekeeper is required to report any arrest, charge, or conviction of a crime other than a traffic violation, and receipt of notice of any agency investigation or charge, including investigations relating to licensure, certification status, or dependent adult or child abuse within 48 hours and may not perform services pending such report.  Failure to report such an arrest, charge, conviction, investigation or similar issue may result in termination.

The Lead Housekeeper must understand the nature of resident care and resident rights and comply with these requirements at all times.

A Lead Housekeeper who reasonably believes a dependent adult has suffered dependent adult abuse is required to report suspected abuse to the Administrator within twenty-four (24) hours.

During the course of employment the Lead Housekeeper is also required to report any information that may impact patient/resident care, including, but not limited to, violations of resident rights and HIPAA violations to his/her supervisor or _______________________.


	CONTINUING EDUCATION REQUIREMENT:
	

The Lead Housekeeper is required to complete annual 12-hour in‑service training programs.  Failure to complete the 12-hour in‑service training program, or any other requirement under internal policies, local, state or federal law may result in termination.


	WORK EXPERIENCE:
	
Previous similar work experience is preferred, but not required.  On-the-job training will be provided.




GENERAL JOB SUMMARY

	The Lead Housekeeper is responsible for supervision and management of housekeeping staff.  The Lead Housekeeper manages schedules and ensures compliance with all rules and policies.  The Lead Housekeeper has some housekeeping and cleaning functions as well as supervision of housekeeping employees.  Housekeepers are responsible for working in and around resident care areas and in the common areas of the facility.  Work is on both a routine basis and as-needed basis in the event of staffing shortages or needs for immediate cleaning of any area.


ESSENTIAL FUNCTIONS AND RESPONSIBILITIES

	The Lead Housekeeper has an overall responsibility for duties relating to cleaning the resident care facility, including supervising, assigning and disciplining staff.  All of the following duties are essential unless otherwise noted:

1.	Establish standards and work procedures for the housekeeping staff in accordance with the established policies of the institution.

2.	Plan work schedules including assigning hours and areas of work to ensure adequate service in all areas.

3.	Interview, select, hire, evaluate, and terminate personnel and be responsible for their training and supervision with input from Human Resources or __________________.

4.	Inspect and evaluate the physical condition of the facility; recommend painting, repairs, furnishings, relocation of equipment and reallocation of space to improve sanitation, appearance, and efficiency.  Report any unsafe condition.

5.	Supervise the work of others to ensure that the facility is kept, at all times, in a clean, sanitary, and attractive condition.

6.	Responsible for the orientation and training of new personnel in accordance with the standards and policies of the housekeeping department.

7.	Check all rooms before a new resident is admitted to see that the room meets facility standards.

8.	Inspect work procedures of employees to ensure neatness; make certain all safety precautions are followed; ensure that proper cleaning methods are used and check to see that cleaning agents are used in the prescribed manner.

9.	Develop a plan for obtaining relief personnel.

10.	Attend committee meetings as required.

11.	Provide hands-on assistance in cleaning when required.

12.	Prepare work requests and inventories of housekeeping supplies and equipment.  Assume responsibility for maintaining departmental records.

13.	Ability to reasonably conform to all rules and policies of the facility.

14.	Other Duties:  (Fill in)	
		

15.	Other duties as required.


PHYSICAL ACTIVITY REQUIREMENTS AND ENVIRONMENT

Lifting Requirements:  Housekeepers, including the Lead Housekeeper, are frequently called upon to lift objects up to 15 lbs. during house cleaning duties including linens, towels, cleaning equipment and garbage containers.  Housekeepers will occasionally be called upon to lift objects between 15 and 30 lbs. while performing cleaning duties.  Housekeepers will rarely be called upon to lift in excess of 40 lbs.  Push/pull requirements of 40 lbs. are common.  Machinery used may cause vibrations, twists, and turns

Carrying Requirements:  Housekeepers will frequently be called upon to carry items up to 15 lbs. in weight while cleaning or carrying supplies to rooms.  Housekeepers will occasionally be called upon to carry cleaning supplies between 10 and 40 lbs.  Housekeepers will rarely have to carry any objects in excess of 50 lbs.

Safety:  Various safety protocols and assistive devices are utilized to perform job functions such as Hoyer lifts and gait belts.  Housekeepers must be capable of using all such devices efficiently and safely and all such devices must be used pursuant to facility policies.  Housekeepers must be familiar with and follow all facility safety policies.

Sight Requirements:  Housekeepers are required to have vision corrected to average in order to assess and respond to residents, family members, physicians, co‑workers and others and to determine the accuracy, neatness, and thoroughness of the work assigned and to operate machinery.

Hearing Requirements:  Housekeepers are required to interact with co-workers and others and have a method of communication which allows for workflow and ability to respond to residents, family members, physicians, co-workers and others.

Socialization Requirements:  Housekeepers are required to maintain excellent socialization and communication skills in and around residents, family members, physicians, co‑workers and others.

Other Physical Requirements:  Housekeepers, including the Lead Housekeeper, push and pull cleaning equipment and supplies.  Housekeepers may be required to climb on a stepladder or stool to clean difficult to reach spaces.  Housekeepers must have the ability to reach with hands and arms, climb or balance, bend, stoop, kneel, crouch or crawl and work in a standing position for an extended period of time.

Environment:

· Exposure to general residential care environment.
· Exposure to resident variables such as inappropriate language or physical behaviors due to compromised mental capacity.
· Exposure to moderate to substantial temperature variations including heat generated by machinery.
· Exposure to pharmacological preparations, biologicals, and potential biohazard materials including blood and other bodily fluids and medical sharp objects.
· Substantial exposure to chemicals, primarily cleaning solutions.
· Substantial exposure to equipment and machinery.
· Moderate to high noise levels exist.
· Infrequent work interruptions occur.
· Extended or variable hours may be required.
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