ABBEYFIELD WESSEX SOCIETY LTD
JOB DESCRIPTION
JOB TITLE:   Bank Relief Housekeeper
LOCATION:  Any of the 11 Abbeyfield Wessex Houses.
RESPONSIBLE TO:  The Administration Manager.

MAIN PURPOSE OF THE JOB:  To support and assist the House Manager to run the house and provide a home for the residents.

KEY DUTIES AND RESPONSIBILITIES:
1. Assist with planning varied menus suitable for elderly people, within the budget allowed when required.
2. Prepare, cook and serve two good quality meals each day for residents.

3. Manage the house staff in the absence of the House Manager, to ensure that the house runs smoothly and efficiently.

4. Ensure that all communal areas are kept in a clean and tidy condition.

5. Ensure that residents are looked after in a caring and sympathetic manner.

6. Complete all required records.

7. Ensure that all health and safety procedures and requirements are followed.

8. Follow all emergency procedures.

9. Work closely with the House committee, residents’ relatives and staff from other agencies.

10. Sleep in the house when on night duty.

11. Follow the procedures for arranging repairs or emergency assistance.

12. Maintain confidentiality for residents and volunteers information.

13. Attend training courses as required.

14. Any other duties which may be required commensurate with the grading of this post.

ABBEYFIELD WESSEX SOCIETY LTD

PERSON SPECIFICATION – BANK RELIEF
	CRITERIA
	HOW ASSESSED
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS & TRAINING
	
	
	

	CIEH Food Safety or equivalent

	Application Form
	
	*

	GCSE English & Maths grade C or equivalent
	Application Form
	
	*

	EXPERIENCE & KNOWLEDGE
	
	
	

	Experience of cooking for large numbers of people
	Application Form
Interview Questions
Test at Interview
	*
	

	Ability to plan menus


	Application Form
Interview Questions
	
	*

	Awareness of Health and Safety Issues


	Application Form
Interview Questions
	*
	

	Awareness of the importance of confidentiality
	Application Form
Interview Questions
	*
	

	Experience of working with elderly people
	Application Form


	
	*

	SKILLS & BEHAVIOURS
	
	
	

	Excellent interpersonal skills, able to deal sensitively and tactfully with colleagues, volunteers and residents.
	Application Form
Interview Questions
	*
	

	Caring nature with the ability to empathise with elderly people
	Application Form
Interview Questions
	*
	

	Ability to work as part of a team

	Application Form
Interview Questions
	*
	

	OTHER REQUIREMENTS
	
	
	

	Willingness to undertake training as required.
	Application Form

Interview Questions
	*
	

	Flexibility with hours worked
	Interview Questions 
	*
	

	CRB Disclosure
	
	*
	


