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NEW COLLEGE WORCESTER

JOB DESCRIPTION
JOB TITLE

:
DOMESTIC ASSISTANTS (term time)
Grade

:
SCP 2

Salary

:
£24,413 (full time equivalent)  
Hours of work   :
15 hrs per week: 05:00-08:00 or 16:00-19:00 Monday-Friday


Plus 10 days during the College holidays
Pro rata salary
:
£8,883 for 15 hours per week + 2 weeks 

Department
:
Housekeeping 
Location

:
New College Worcester 
Reports to

:
Housekeeping Supervisors
Responsible for
:
No responsibility
MAIN TASKS

To ensure that all classrooms, offices, washrooms, corridors and staircases are clean, tidy hygienic and safe meeting NCW standards for Health and Safety 

Key Areas:

1. To follow the NCW cleaning schedule and guidance as set down in the Housekeeping manual to ensure the cleanliness of your designated area is maintained to a high standard
2. To observe at all times safe working practices and use only the proprietary materials, substances and equipment approved by the company for that purpose in accordance with CoSHH regulations 

3. Report breakages, faults and breaches of Health and Safety requirements and other defects to the Domestic Supervisor 
4. Report to the Domestic Supervisor any requests, queries or complaints from teaching or support staff

5. Establish, develop and maintain effective working relationships with all work colleagues 
6. Observe and comply with NCW policies and procedures for Health and Safety at Work 
7. Carry out deep cleaning during Easter, Summer and Christmas holidays as per rota
8. Replenish consumables and ensure you have the cleaning materials and equipment needed
9. Ensure cleaning store cupboards are kept clean and tidy and equipment and cleaning materials are stored safely

10. To adhere to New College Worcester’s Policies and Procedures.
11. Any other duties commensurate with the nature of the post, and under reasonable direction of the Principal.
12. To attend staff and Housekeeping meetings.
13. To attend training, as required.
It should be noted that the above list of duties and responsibilities is not necessarily a complete statement of the duties of the post.  It is intended to give an overall view of the position and should be taken as guidance only
Equal Opportunities Statement
NCW is committed to safeguarding and promoting the welfare of children and young adults and expect all staff and volunteers to share this commitment. This post is conditional on an enhanced Criminal Records Bureau check.
Safeguarding Children
NCW is fully committed to ensuring the safety and well-being of students at the College.  You are responsible for adhering to the College’s policies on Child Protection and for promoting and safeguarding the welfare of children and young people you come into contact with.
Annual Review
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of NCW in relation to the post holder’s professional responsibilities and duties.

This document is to be read in the context of the NCW Statement of Purpose, NCW’s Equal Opportunities Statement, and agreed policies of NCW and the Conditions of Service as outlined in the individual employee’s contract.

IMPORTANT INFORMATION TO READ PRIOR TO APPLYING TO WORK AT NCW:

This regulated appointment is subject to two satisfactory and verified references, a medical clearance, an Enhanced DBS Disclosure and Registration, and a six-month probationary period.
May Day Bank Holiday and Celebration Day (Saturday end June / beginning July) are working days for all members of NCW staff.
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NEW COLLEGE WORCESTER (NCW)

PERSON SPECIFICATION:  DOMESTIC ASSISTANT
Ref:  D145/0624
All criteria are essential unless otherwise stated.

1.
Specialist knowledge and experience
1.1
Experience of cleaning communal and private areas

1.2
Knowledge of cleaning routines

1.3
Basic knowledge/awareness of Health and Safety regulations

2.
Health and Safety Skills
2.1
Ability to clean areas of the college in a safe and hygienic manner

2.2
Ability to work in accordance with Health and Safety Regulations, to include wearing protective clothing provided

3.
Using Initiative
3.1
Ability to work effectively, following basic instructions and with minimum supervision.

4.
Team Working
4.1
Ability to develop effective and supportive relationships with colleagues.

5.
Resilience
5.1
Able to remain calm and self-controlled under pressure

6.
Equal Opportunities
6.1
Ability to understand and demonstrate commitment to New College Worcester’s Equal Opportunities Policy and to ensure all activities are consistent with the Equal Opportunities Policy.  This includes all staff activities and their interface with the general public.

7.
Special Conditions
7.1
This appointment is subject to two satisfactory and verified references, a medical questionnaire, an Enhanced DBS Disclosure and Registration, and a six-month probationary period.
NCW JD & PS :  Domestic Assistant
D145/0624

