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UNITED CEREBRAL PALSY ASSOCIATION OF MIAMI, INC.

EMPLOYEE JOB DESCRIPTION
NAME:                                                              



DEPARTMENT:   RESIDENTIAL                __                                                                              

POSITION:  HOUSEKEEPER-RESIDENTAL



DATE EMPLOYED: _             ___________

 











	Specific Duties & Responsibilities

	 1. 
Works in a team like manner.

	 2. 
Reports absences at least 2 hours before beginning of shift.

	 3. 
Completes timecards accurately.

	 4. 
Is safety conscious at all times.

	 5.
Handles all intra-office mail properly.

	6. Attends all meetings and trainings as scheduled and keeps discussions confidential.

	 7.
Assure all beds have been made.

	 8.
Assist overnight staff with getting residents ready for work.

	 9.
Does not borrow or loan out residents’ property or money, and does not accept gifts from residents or      their families without approval.

	10.   Does not receive more than 3 emergency calls/beeps during shift, and keeps calls to less than 3       minutes.

	11.
Treats residents in a respectful and positive manner, and in a proper tone of voice.

	12.
Maintains confidentiality of all resident information, and respects residents’ privacy.

	13.
Encourages appropriate interactions with residents in the home and in the community.

	14.
Clean, organize closets and wardrobes, and dust bedrooms 1 through 15 on the three day rotating  

       Schedule provided.

	15.
Sweep, dust mop and mop the home on a daily basis.

	16.
Assure all trash is taken out.

	17.
Clean windows on a weekly basis.

	18.
Follows established emergency procedures.

	19.
Clean underneath bathroom shower mats once per week.

	20.
Dust all surfaces once per week.

	21.
Sweep off ceiling vents once per month.

	22.
Follows Universal Precautions.

	23.
Sweep front and back porch and assure cleanliness and neatness daily.

	24.
Water plants three times per week.

	25.
Clean out refrigerators and freezers on a rotating schedule provided, once per week.

	26.
Clean kitchen daily.

	27.
Clean oven and microwave oven once per week.

	28.
Clean laundry room once per week.

	29.
Reads and follows communication log books at the beginning of the shift.

	30.
Reports building and vehicle maintenance issues appropriately.

	31.
Take out supplies for the scheduled dinner and start dinner preparations.

	32. 
Deep clean bathrooms 1 through 7 on a three day rotating schedule to be provided.

	33.
Interacts with residents in an appropriate and positive manner, fostering independence.

	34.
Prepares and handles food appropriately and stores leftovers in covered containers.

	35.
Performs all other related duties as assigned.


SPECIFIC DUTIES & RESPONSIBILITIES



Job Title:  Housekeeper   







Supervisor:  Program Coordinator/Shift Lead 



Dept/Div.:  RESIDENTIAL/DIV. 1111              





 XX       Non-Exempt (hourly) 

QUALIFICATIONS:(Education/Experience/Licenses/Personal Characteristics)

Non-Exempt hourly         
HOUSEKEEPER   

(POSITION)

1. A minimum 10th grade education is required.

2. High School Diploma or GED preferred.

3. Some experience working with developmentally disabled adults preferred. 

4. Ability to read and write in English. 
5. Valid Florida Class "E" Driver's License and acceptable MVR.

6. Lift/Transfer adults in program weighing over 100 lbs. with partner.

JOB DESCRIPTION COMMITMENT:

A. I have read and am fully aware of all the responsibilities indicated in this position description, and I acknowledge the fact that I will be held accountable for insuring that all duties are carried out as deemed appropriate.  The job description reflects the general details considered necessary to describe the principal functions of the job.  It should not be construed as a complete description of all the work requirements that may be inherent to the job.
B. As an employee of United Cerebral Palsy, I understand that I am required to report to work (before, during and after) a period of civil unrest or natural disaster in accordance with the agency emergency procedures.
C. As an employee of United Cerebral Palsy, I am aware of and committed to a Drug Free Workplace.
D. As an employee of United Cerebral Palsy, I am aware of the reasonable risk of exposure and of the probability of exposure to bloodborne pathogens relative to my specific job duties.  I have been trained on the use, purpose and location of personal protective equipment (PPE) and may use additional PPE as I wish.
E. As an employee of United Cerebral Palsy, I understand I am required to comply with all safety and health related policies.

SIGNATURES:  Sign and Date at review meeting.
                                   
                                      

                                        
___________________                 Employee


Date



Supervisor

Date
                                   
                                      

                                        
___________________                Director


Date



Executive Director 
Date    
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