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Job Description:  Environmental Services / Housekeeper
Reports To:  Administrator
Position Summary:

Clean resident apartments, community areas, offices, public restrooms, library, halls, utility rooms, laundry rooms, and resident laundry rooms as assigned.  Wash dry and fold laundry and distribute to the proper location, as necessary.  Empty garbage from all areas and take it to dumpsters.
Essential Duties & Responsibilities

· General Cleaning of common areas, such as the lobby, public restrooms, staff restrooms, whirlpool room, library, activity room, defrosting staff fridge, vacuuming hallways, sweeping lobby, dusting front entry, back porch, emptying trash in common areas. 

· Clean resident apartments as assigned including the following tasks weekly: vacuuming; mopping kitchen and bathroom floors; cleaning shower, commode, and sink; light dusting; cleaning counters in kitchen, washing dishes as needed and defrosting refrigerator as needed
· Perform Terminal cleaning (performed after a resident moves out) and” Spring cleaning” (performed annually) which includes the following:
· Wash walls

· Shampoo carpet

· Defrost and clean refrigerator

· Wash cupboards inside and out

· Mop kitchen and bathroom and wax

· Wash windows

· Clean blinds

· Clean closet

· Clean shower, sink, and commode

· Wash shower curtain

· Request assistance from housekeeping staff when moving any furniture in residents’ apartments

· Notify maintenance if the room needs repair or painting

· Responsible for proper care and use of housekeeping chemicals, tools, and laundry equipment

· Pick up garbage as scheduled
· Shampoo carpet according to schedule

· Laundry Tasks – You may be scheduled to manage laundry instead of housekeeping tasks

· Clean lint from the dryer at end of the shift or in the morning before the first load is placed in the dryer

Sort and soak laundry, Spray stains as needed
· Put laundry in the washer

· After wash cycle is complete, remove laundry from machine and place in cart to transport to dryer

· Put laundry in the dryer

· After drying cycle is complete, remove laundry from machine and place in cart

· Fold laundry, unless resident folds their own

· Place in resident’s laundry basket, return to the apartment, and put away in a proper location unless resident chooses to do that task

· Identify safety hazards and emergencies and initiate corrective action
Policies & Procedures

· Observe infection control procedures

· Always follow the Residents’ Rights policy 
· Observe all facility safety policies and procedures including using personal protective equipment (PPE) when appropriate
· Assume accountability for data contained in the employee’s handbook

Resident Services

· Identify special resident problems and notify resident care staff and/or R.N.
Documentation

· Document incidents and/or unusual problems according to established facility procedures (ask resident care staff for assistance if necessary)
Other Duties
· Come to work as scheduled and consistently demonstrate dependability and punctuality
· Fill out the timecard completely and timely
· Accept assigned duties in a cooperative manner
· Function with inside and outside environmental conditions
· Perform other related duties as directed by the Director of Housekeeping and Laundry Services
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Education & Qualifications

· Supportive of Willamette Manor Mission Statement and Philosophy

· Knowledge of health care and housekeeping practices

· High School Diploma or equivalent preferred

· Able to make decisions independently self-motivated
· Able to work with various chemicals

· Communicate effectively verbally and in writing in English

· Work with and communicate with the elderly

· Always maintain confidentiality of information 
· Assume accountability for data contained in the Employee’s Handbook
· Feel, hear, see, smell, balance, climb, squat, grasp, kneel, lift, pull, push, reach, stand, walk, stoop, reach and speak to adequately perform the functions of the job

· Be able to vacuum for several hours at a time

· Use a carpet shampooer

Acknowledgment
I have read the Housekeeper job description and fully understand the requirements of the position.  I hereby accept the position and agree to abide by the requirements set forth and will perform all duties and responsibilities to the best of my ability.

______________

_______________________________________________________

Date



Signature
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