JOB DESCRIPTION

1.
Job Title


Senior Scout/ Housekeeping Supervisor
2. Overall Objective
To be responsible for the provision of the highest levels of housekeeping services to all areas of the College including accommodation
3.
Reports to


Head Housekeeper
4.
Direct Reports


Housekeeping Scouts

5. 
Key Responsibilities


· Supervise the domestic team – plan and allocate daily work schedules according to the business and College events.
· Organise and update schedules, monitoring and supervising overall standards, completing audits and spot checks of cleaning standards, recording outcomes of area checks.

· Ensure that all maintenance issues are reported following the College procedure and that the jobs outstanding are followed up with a senior member of the Estate team.

· Maintaining records of holidays, sickness, emergency time, maternity cover.

· Ensuring that best working practices are in place and that Health and Safety is updated in training and documentation.

· Carry out staff training and development as required to ensure high quality service provision.

· Authorise and arrange the distribution of linen, cleaning materials and equipment throughout the college.

· Ensure all bedrooms are cleaned and ready, to the College’s required standards for all student arrivals at the beginning of term and conference set up during the holiday period.

· Attending domestic meetings and operational meetings as required.

· Appraisals with the scouts on a yearly basis and a six monthly follow up.

· Complete room inventories at the beginning and end of term and checkout form at the end of tenancies.
· Carry out any other appropriate duties as directed by the Head Housekeeper- this will include deputising for the Head Housekeeper when needed.
6.
Selection Criteria:
· Experience of managing a large team.

· Excellent communication skills.

· Good understanding of customer service.
· Experience of working with IT packages, mainly the Microsoft suite.

· Must have a flexible and responsible attitude, particularly when dealing with College keys Ability to stay calm under pressure.

· Ability to prioritise a busy and varied workload.
· Ability to identify and meet the needs of our students, Fellows and external customers in order to deliver a high-quality service.

· Ability to communicate effectively with College members at all levels of seniority.

· Strong team-player, understanding how different skills and roles in a team work together to maximise productivity.
· To have a flexible and approachable attitude to meet College needs and customer demands at all times.
· A positive and helpful attitude towards work and colleagues.

· Ability to work independently and in a team.
Terms and Conditions

Salary £18,018 - £19,773.00 per annum (discretionary range up to £21,801) depending 

on experience.
37.5 hours per week that might include some evenings and weekends in which time off in lieu will be given 

Free lunch at all times of the year when College meals are available

Uniform and all protective equipment will be provided

38 days holiday per year, which includes public holidays and Christmas closure period

Oxford Staff Pension Scheme
This post is subject to an Enhanced Disclosure Application to the Disclosure and Barring Service.
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