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              Anberry Transitional Care

1000 West Yosemite Avenue  Merced, CA 93458


         “Your First Step to Recovery” 








JOB TITLE: Director of Housekeeping







DEPARTMENT: Housekeeping 








DATE: January 2016







STATUS: Non-Exempt
______________________________________________________________________________
JOB DESCRIPTION
JOB SUMMARY: 

Responsible for planning, organizing, developing, implementing and directing the overall operation of the Housekeeping Department in accordance with current federal, state and local standards, guidelines and regulations, and as may be directed by the Administrator, to assure the facility is maintained in a clean, sanitary and safe environment.
REPORTING RELATIONSHIP

REPORTS TO: 
Administrator


SUPERVISES:
Housekeepers and laundry personnel
QUALIFICATIONS:
EDUCATION:
High school diploma or equivalent


EXPERIENCE:
Previous housekeeping experience in an acute care setting or SNF preferred





Previous manager or supervisory experience preferred
OTHER SKILLS AND ABILITIES REQUIRED:

· Knowledge of Infection Control procedures.

· Knowledge of State and Federal regulations for facility.

· Ability to delegate responsibility and hold employees accountable for carrying out duties.

· Willing to perform repetitive daily tasks.

· Must be pleasant, tactful, and courteous to residents and families.

· Use of correct body mechanics to perform tasks.

· Regular and punctual attendance

· Ability to work as part of a team.

· Willingness and ability to develop and implement facility policy & procedures.

· See physical demands list.

JOB TITLE: Director of Housekeeping
JOB RESPONSIBILITIES
A. Administrative Functions

1. Plan, develop, organize, evaluate and direct the department and its programs, policies and procedures.

2. Coordinate housekeeping services with other departments.

3. Maintain housekeeping policies and procedures, and review annually for revisions and/or make recommendations to the administrator.

4. Complete performance evaluations for department personnel.

5. Complete necessary forms and reports as required by Administrator.

6. Understand economic conditions of the department and recommend adjustments to Administrator to assure a clean, safe and comfortable environment at the facility.

7. Make recommendations to the Administrator as necessary or required concerning the operation of the department.

8. Submit accident / incident reports to Human Resources within 24 hours of occurrence. 

9. Assist Infection Control in identifying, evaluating and classifying routine job related function involving infection control issues.

10. Delegate authority to other staff when you are absent from facility.

11. Attend department head meetings.

12. Serve on committees (infection control, safety, etc…) and provide reports as required.

13. Recommend equipment and supply needs of the department to the Administrator.

14. Assist in planning departmental budget.

B. Personnel Functions

1. Assist in recruitment and selection of housekeeping and laundry personnel.

2. Determine staffing requirements to meet department needs and assist appropriate personnel per shift; schedule department work hours, assignments and schedules.

3. Delegate authority and assignments to personnel to perform all housekeeping duties.

4. Counsel / discipline department personnel as required.

5. Review and check competence of housekeeping personnel and make adjustments as necessary.

C. Staff Development

1. Develop and participate in the planning, conducting and scheduling of in-service training for housekeeping personnel.

2. Make daily rounds to assure housekeeping personnel are performing duties as required to meet the facility needs.

3. Create a professional and positive attitude and environment for personnel.

4. Assure housekeeping personnel participate in required training as required by federal and state regulations.

D. Responsible for providing a safe and sanitary environment:

1. Supervise safety programs and inspect work areas and equipment on a regular basis.

2. Assure staff follow safety policies and procedures.

3. Assure facility is maintained in a clean and safe manner.

4. Cleans on a regular basis, as scheduled and according to procedure.

5. Knowledge of all emergency/safety procedures.

6. Knowledge of material safety data sheets (MSDS).

7. In a courteous manner assist of direct residents and families as requested.

8. Performs other duties and responsibilities as assigned.

OTHER JOB FUNCTIONS:

Physical and Sensory Requirements (With or Without the Aid of Mechanical Devices):

Walking/mobility, reaching, bending, lifting, grasping, pushing and pulling; fine hand coordination; ability to distinguish smells and temperatures; ability to hear and respond to pages; ability to read and write; ability to understand and follow written and oral instructions; ability to communicate with residents and others; ability to understand and follow training and in-service education; and ability to remain calm in emergency situations and when handling multiple tasks.

OTHER QUALIFICATIONS:

Related experience at a level necessary to accomplish the job.

Must have the ability to read, write and follow oral and written directions at a level necessary to accomplish the job.

Must be able to relate positively and favorably to residents and families and to work cooperatively with other associates.

Must maintain regular attendance.

Must meet all local health regulations, and pass post-employment physical exam if required. This requirement also includes drug screening, criminal background investigation and reference inquiry.

Must be capable of performing the Essential Job Functions of this job, with or without reasonable accommodation.

JOB DESCRIPTION REVIEW:

I understand this job description and its requirements; and that I am expected to complete all duties as assigned. I understand the job functions may be altered from time to time.

I further understand that the purpose of this job description is to identify the major duties and responsibilities of the job and that it is not intended to contain each and every duty inherent in this job.

I further understand that my employment is at-will and thereby understand that my employment can be terminated at-will by the facility or myself and that such termination can be made with or without notice.

____________________________ ____________________
_________________________________________________

__________________

Employee








Date

_________________________________________________

__________________

Supervisor








Date
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