Role Outline Form

	Department [Division/Faculty/School]


	Role Code
	Role Title         DOMESTIC ASSISTANT


	Responsible to
	Responsible for


	Role purpose


	Principal duties or Key objectives

	1

	2

	3

	4

	5

	6


	Activities
	Examples of role requirements

	1
Communication
	Oral 
Exchanges routine information in a clear and accurate manner with a wide range of people both internal and external to the University.  (eg. Discussing cleaning requirements with team leaders/manager; reports faults or breakages to Estates helpdesk; gives directions to visitors, students, new staff)

Written
Exchanges routine information in a clear and accurate manner (eg. Completing cleaning checklists; writing notes re breakages/damages)


	2 
Teamwork and motivation
	Participates in and delivers a contribution to the team and co-operates with other team members.
(eg. Member of Domestic Services team)


	3 
Liaison and networking
	Liaises with others outside the team to ensure information is passed on promptly and that work is completed effectively (eg. Contacting Estates helpdesk to report breakages; contacting conference department to order bedding for visitors)


	4 
Service delivery
	Provides a cleaning service to meet the University’s needs which requires a set of standard procedures and routine tasks being performed (eg. Daily emptying of rubbish bins in offices; weekly buffing of communal area floors)
  

	5 
Decision making 
	Makes independent decisions that affect only the role holder or immediate colleagues and can be easily revised or amended.  


	6 
Planning and Organising Resources
	Works to a set pattern each day using allocated resources.

	7 
Initiative and Problem Solving
	Resolves routine problems that occur on a regular basis (eg. Reporting faults to Estates; reporting security issues)


	8 
Analysis and Research
	Gathers basic information and facts as required (eg checks stock levels and maintenance checks)


	9 
Sensory and Physical Demands
	Carries out tasks that would require either learning certain methods or routines or involve moderate physical effort. (eg. Using a vacuum cleaner; mop and bucket; lifting heavy bin bags)


	10 
Work Environment
	Works in a relatively low risk environment and does not have health and safety responsibilities for others beyond due care and diligence.  Occasionally may be required to work in areas that require standard safety clothing and follow standard safety procedures.
(eg. Wear regulation uniform; handles chemicals so needs to be aware of COSHH)


	11 
Pastoral Care and Welfare
	Required to provide an appropriate level of sensitivity to others and consideration of their needs and feelings especially if dealing with distressed individuals.
(eg.  refer upset or distressed students or staff to relevant person for help)



	12 
Team Development
	Occasionally expected to instruct and guide new starters on standard procedures


	13 
Teaching and Learning Support
	This is not a requirement of the role


	14 
Knowledge and Experience
	Possess a level of knowledge typically acquired following a short period of practical training (eg. Being able to use a buffing machine)


	Any other significant activities not included above?




