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WESTERN CAPE EDUCATION DEPARTMENT

JOB DESCRIPTION

A.
GENERAL INFORMATION

Job title

:

Senior Housekeeping Supervisor – Public Ordinary or 

ELSEN School


Name


:


Persal number

:

Dept/component
:


Location

:


Date


:


Post level

:


Job weight

:


Core


:

Health associated sciences and support personnel  


Reports to

:

Principal/Superintendent/Delegated Authority


Organogram

:







B. JOB PURPOSE

To render an effective and efficient supervisory support service to the housekeeping supervisors/ household aids and to ensure the most desirable and most cost effective environment for the hostel.

C. 
DIMENSIONS OF POST

· Staff expenses
 :
None

· Budget

 :
None

· Equipment

EQUIPMENT

Equipment


Replacement Value

Cleaning equipment

(Polisher, vacuum cleaner, brooms, mops, buckets, cloths, dustpans and duster)


Crockery

(Cups, plates and bowls)


Cutlery

(Knives, forks and spoons)


Linen

(Bedding, curtains and table cloths)


Protective clothing

(Overalls, aprons and oven gloves)


Kitchen utensils

(Pots and pans)


Kitchen appliances

(Stove, microwave, washing machines and kettles)


D. MAIN OBJECTIVES

· Supervision, training, administration and stock control

· Ensure catering for the hostel.

· Ensure cleaning of the hostel.

· Ensure laundry services for the hostel.

· Ensure the well-being of the residents.

· Ensure support service for the hostel.

Authorisation

· WCED circulars/policies

· Public Service Act/Regulations

· Any other applicable legislation/regulations

· School safety plan

· Occupational Health and Safety Act

· Code of Conduct

· Code of Remuneration

· School policies

· Etc.

Main objectives:

(Key performance area/Main area of work to be performed)
Job Output:

(What should the result be that indicates that the main objectives had been achieved successfully?) 
Activities:

(Specific activities, which need to be done in order to achieve the desired output.)
Target Date/

Frequency:

(Indicates a commitment date for completion of output)
Standards: 

(Qualitative and/or quantitative)

Supervision, training, administration and stock control.
Ensure work controlled and distributed.


· Overall responsible for all housekeeping activities in the hostel.

· Supervising the housekeeping supervisors/ aids and serving as a team leader.

· Ensure/supporting and advising the housekeeping supervisors/ aids on the execution of their tasks.

· Ensuring the neatness of the buildings and premises. 

· Maintaining attendance register for housekeeping supervisors/ household aids.

· Co-ordinating daily activities of housekeeping supervisor/household aids.
· Daily.

· Daily.

· Daily.

· Daily.

· Daily.

· Daily.



Trained staff.
· Training housekeeping supervisor and household aids by means of practical demonstrations/role play etc.
· Daily.





Efficient supervision.
· Developing a work schedule for the housekeeping supervisor  /household aids.

· Monitoring leave register of housekeeping supervisor /household aids.

· Organising meetings with housekeeping supervisor /household aids and preparing inspection reports for superintendent/ principal.

· Compiling monthly cycle menus.
· Monthly.

· Daily. 

· Daily.

· Monthly.



Ensure optimal levels of stock received and distributed.


· Ordering of all stock.

· Checking of deliveries.

· Distribution of stock.

· Checking of stock issued.

· Inventory control.
· Weekly.

· Daily

· Daily.

· Bi-weekly

· Monthly


Ensure catering for the hostel.
Ensure well functioning nutritional service to residents.
· Oversee the orderly preparation and serving of food.


· Daily.




Ensure cleaning of the hostel.
Ensure well functioning cleaning service in hostel.
· Ensure maintenance of hygienic standards in hostel. 
· Daily.




Ensure laundry service provided to the hostel.
Ensure clean and ironed laundry.
· Washing clothes and linen.

· Ironing clothes and linen.
· Daily.

· Daily.


Ensure the well-being of the learners.
Responsible for the general well being of the learners.
· Supervising resident learners at nighttime and mornings. 

· Ensure supervising learners at mealtimes.

· Responsible for learners developing good habits of personal hygiene and cleanliness.

· Liaise with hostel residents and parents. 
· Daily.

· Daily.

· Weekly.

· Daily.




Ensure support service for the hostel.


Responsible for ad hoc tasks pertaining to the purpose of the post.
· Ensure assistance at school and hostel functions.

· Assisting disabled learners during nightshift (ELSEN schools)
· Occasionally.

· Daily.



Ensure secured and safe environment.
· Ensure storing of machinery and equipment.

· Provisioning and where necessary administer first aid.
· Daily.

· Daily.


E.
DELEGATIONS

None

F.
WORK PERFORMANCE PROFILE

1. Main clients and frequency of interaction

· The supervisor 

: 
Daily

· The principal
 
: 
Daily

· The school staff 
: 
Daily

· The learners 

: 
Daily

· The community 

: 
Daily

Clients' expectations

· Rendering of an efficient and effective service at all times

· Professionalism

· Loyalty

· Ability to work independently

2. Indicators

· Feedback /complaints on duties performed

G.
COMPETENCY PROFILE

Job Knowledge and Skills
Personal Attributes
Learning Fields



Basic knowledge of
· Laundry equipment

· Food services/preparations 

· Use of cleaning equipment

· Sewing

· First aid 

Interpersonal skills

· Exercising leadership

· Practical demonstrations

· Serving clients/customers

· Basic communication skills

· Good teamwork skills


· Reliable

· Responsible

· Honest

· Polite

· Efficient and accurate

· Helpful

· Positive attitude and co-operative 

· Loyal

· Meticulous
· Basic baking course – 2 to 3 days

· Basic catering course – 2 to 3 days

· Dietary/nutritional course  –   2 to 3 days

· Basic procurement course – 2 to 3 days.

· Basic supervision course – 2 to 3 days

· Knowledge of handling hazardous materials (insecticide, cleaning materials, etc)

· Basic knowledge of disabilities

· Basic first aid knowledge



H. 
CAREER PATHING

The individual (post incumbent) must determine his/her own career path in respect of an open competition principal. This implies promotion and/or lateral transfers within or outside WCED.

Progression to next post is subject to

· Availability of post (advertised)

· Satisfactory work performance

· Conforming to the applicable recruitment and selection criteria

Requirements to be met for promotion

Subject to the requirements as advertised and the post incumbent’s career choice

I. JOB DESCRIPTION AGREEMENT

We, the undersigned, hereby agree to the content of the job description, which was consulted and is valid for the period …………………………… to ……………………..

…………………………………………..


…………………………………………..

Signatures of post supervisor/Head


Signature of post incumbent

Date:






Date:

Principal/ Superintendent/Delegated Authority





Senior Housekeeping Supervisor








Housekeeping Supervisors/ household aids





Housekeeping Supervisors/ household aids





Housekeeping Supervisors/ household aids
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