	POSITION DESCRIPTION FORM (PD-102R-92)

STATE OF NORTH CAROLINA

(PD-102R-92)


	Approved Classification:  _______________________________

Effective Date: _________________________________________

Analyst:_______________________________________________

(This Space for Personal Dept. Use Only)



	1. Present Classification Title of Position

Housekeeper

	7. Present 15 Digit Pos. No.
	Proposed 15 Digit Pos. No.



	2. Usual Working Title of Position

Housekeeper
	8. Department, University, Commission or Agency

East Carolina University

	3. Requested Classification of Position


	9. Institution and Division

Administration & Finance

	4. Name of Immediate Supervisor


	10. Section and Unit

Facilities Services—Housekeeping Services



	5. Supervisor Position Title & Position No.


	11. Street Address, City and County

Greenville, Pitt

	6. Name of Employee
	12. Location of Workplace, Bldg., and Room No.

Old Cafeteria, East Basement, RM. 102




SECTION I. GENERAL INFORMATION



See specific instructions attached for completion of Sections I through III.

A. Primary Purpose of Organizational Unit

            This organizational unit exists to provide housekeeping services to all residence halls, academic


buildings, the Student Recreation Center, and the Brody School Of Medicine at East Carolina University.  In addition, the mission of the housekeeping department is to provide a clean and safe environment for all those that enter these facilities.


B. 
Primary Purpose of Position

The primary purpose of this position is to clean and provide a safe environment in all buildings according to scheduled requirements and to maintain a high degree of quality throughout each assigned area of responsibility. 


C. 
Work Schedule

Monday through Friday, forty (40) hour workweek.  Employee must be willing work weekends, holidays, overtime, and to respond to emergency callback when necessary.


D. 
Change in Responsibilities or Organizational Relationship

                 None

SECTION II. DUTIES AND RESPONSIBILITIES



Method Used (Check one): Order of Importance Sequential Order

Place an asterisk (*) next to each essential function (See instructions for complete explanation). Please note percentage of time for each function


A. 
Description of Duties and Responsibilities

                75% 
1 - 8

1. Unlock buildings prior to beginning of cleaning schedule, or secure buildings at specified times, as appropriate.   

2. Pick up waste materials and empties trash & refuse containers and transports to



                         outside dumpsters as needed.  Empty and clean pencil sharpeners and ashtrays. 

3. Disinfects bathrooms, showers, locker rooms, and replenishes needed supplies on a 




         daily basis or more frequently if necessary.

4. Dry mop and wet mop hard surface floors each day.

5. Cleans porches, stairwells, and all entrances on a daily basis.

6. Vacuum carpets on a daily basis.

7. Clean windows on a daily basis or as assigned.

8. Damp wipe furniture, ledges, high dust in all areas on a daily basis, excluding vending machines.


               10%
9 - 11

9. Wash walls and other vertical surfaces daily or as assigned.

10. Refinishes floors in hallways, stairways, student rooms, lounge areas, and all other hard surface floors as assigned.

11. Spot cleans, wet mops, and shampoos carpet as assigned.


                15%
12 - 19

12. Must be willing to clean up emergency spills, vomit, urine, and excrement when it occurs.

13. Change incandescent bulbs as needed.

14. Reports to supervisors any damage or items that need repair.

15. Performs all related work as requested by the supervisor.

16. Operate commercial washing machines and dryer for the cleaning of mops and carpet shampoo discs.

17. Assists in the loading and unloading of trucks and the moving of equipment, and  supplies, as required.

18. May be required to drive a state vehicle.

                               19.    Must clean equipment on a daily basis.


B. 
Other Position Characteristics

1. Accuracy Required in Work

                        The accuracy required in this work is to ensure that the staff is providing a high quality standard using proper methods 

                       and procedures so that the work does not have to be redone.
2. Consequence of Error

                       A true consequence of error could occur if chemicals or equipment are used improperly and subsequently damage a 

                       floor or other structures whereby replacement or severe corrective measures may be necessary, or in cases in which 

                       the misuse of chemicals could endanger persons in the area.


3.  
Instructions Provided to Employee
        All new employees are given an orientation by the Human Resources Department and a well-structured orientation 

        and job training by the Housekeeping Operations Managers and Housekeeping Supervisors.  Also, their progress is  

        reviewed in ninety (90) days and one hundred eighty (180) days.  In addition, all employees are retrained every six  

        (6) months.  On a daily basis, the supervisor monitors the employee progress and provides any instruction or 

        correction as required.


4.   
Guides, Regulations, Policies and References Used by Employee
                        The employees are given a state employees handbook that explains all policies related to their employment, a copy of 

                       the job description, a chemical and equipment usage guideline sheet, and information sheet that explains safety in the 

                       work place.  Also, employees are not to enter student's room unless requested by the supervisor.


5.   
Supervision Received by Employees
                        Each day the supervisor responsible for that particular building; reviews the quality of work performed by the 

                       employee, offers assistance if a concern should arise, and monitors the employee's performance throughout the day.


6. 
Variety and Purpose of Personal Contacts
                        The employee in this position may encounter during the regular workday special requests from resident directors such 

                       as: cleaning up after an accident by a student or visitor, and removal of a safety hazard  (broken glass).  In addition, 

                       the employee will come in contact with students, faculty and staff each day and will find it necessary to maintain a 

                       cordial relationship.


7. 
Physical Effort
                        The physical effort in this position should be considered medium to heavy in nature and the employee must be able to 

                       exhibit a high degree of manual dexterity, stooping, and bending.  Also, the work is varied when compared to 

                       occurrence and duration.  The reason is that furniture, heavy objects and mattresses have to be moved.  The employee 

                       must also use motorized equipment to shampoo, refinish, and clean floors.  The trash at times is not only heavy but 

                       also voluminous and must be transported to outside dumpsters.


8. 
Work Environment and Conditions
                        The employee that works in a campus building may be assigned to a multi-floored building with or without an 

                       elevator.  The trash is carried outside and placed in a dumpster some distance from the building.  The employee is 

                       aware that if a potential hazardous situation should exist, they are to report it to the supervisor immediately.  The 

                       employee is given instruction and training on safe methods and the proper equipment to be use: Protective gloves, 

                       overshoes, etc.  when performing their daily tasks.  Because of these assignments, personnel should use universal 

                       precautions when situations dictate such precautions are necessary.


9.
Machines, Tools, Instruments, Equipment and Materials Used
                        The employee must be able to exhibit a high degree of manual dexterity in using mop bucket, wringer, vacuum 

                       cleaner, electric floor machine, wet-dry vacuum, and all other equipment used in the department.  Ladders will be 

                       used as necessary.


10. 
Visual Attention, Mental Concentration and Manipulative Skills
        This position requires that the employee, while striving for a high standard, must have undivided attention and

       concentration to detail when performing their duties.  The frequency of such attention is daily and they must use   

       all their available manipulative skills to accomplish their tasks while demonstrating a high degree of manual 

       dexterity, stooping, and bending.  Also, the employee must adhere to chemical usage guidelines and make sure 

       that all chemicals are in properly labeled containers.


11. 
Safety for Others
                       The employee should always be aware of their surroundings and report any possible hazardous situations that might 

                       cause someone’s safety to be in doubt such as:  inoperable phones, lights burned out, or discharged fire extinguisher. 

                       In addition, the employee must be sure to use wet floor signs when mopping, refinishing floors, shampooing carpet, 

                       and advise others in the area of the necessity to be cautious.  The employee must also adhere to all safety policies and 

                       procedures as directed by the university.


12. 
Dynamics of Work
                        Each housekeeper must be flexible in nature because of all the unexpected happenings they are faced with each day.  

                       Student residents, faculty, staff or visitors may undo that which the housekeeper has just finished cleaning making it 

                       necessary to redo the work to avoid a hazardous or unclean condition.  In addition, the housekeeper may be asked by 

                       the supervisor to fill-in for someone in another assignment or perform a special project.

SECTION III. KNOWLEDGES, SKILLS, ABILITIES AND TRAINING/EXPERIENCE REQUIREMENTS



A. Knowledge, Skills and Abilities

                The employee in this position should possess a high degree of knowledge in cleaning procedures and the materials and 

                equipment used with these procedures.  They should also be courteous to all persons within their areas of responsibility

                and use their time wisely.  High school graduate or GED preferred and a North Carolina driver's license is preferred.

 
B. Training and Experience Requirements

1. Required Minimum Training

                        It is preferred but not required that past cleaning experience in a commercial setting be part of the applicants work 

                       history.




2. Additional Training and Experience

                  None
3. Equivalent Training and Experience

        None
4. License or Certification Required by Statute or Regulation

                        None
IV.  CERTIFICATION: Signatures indicate agreement with all information provided, including designation of essential functions.

Supervisor Certification: I certify that (a) I am the Immediate Supervisor of this position, that (b) I have provided a complete and accurate

description of responsibilities and duties, and (c) I have verified (and reconciled as needed) its accuracy and completeness with the employee.

Signature 






Title 





Date

Employee Certification: I certify that I have reviewed this position description and that it is a complete and accurate description of my

responsibilities and duties.

Signature 






Title 





Date

Section or Division Manager Certification: I certify that this position description, completed by the above-named immediate Supervisor, is

complete and accurate.

Signature 






Title 





Date

Department Head or Authorized Representative Certification: I certify that this is an authorized, official position description of the subject

position.

Signature 






Title 





Date
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