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Job Title:	Housekeeping Attendant
Hours of Work:	Flexible hours between 08:00-15:00, minimum of two shifts per week
Responsible to:	Housekeeping Manager
Responsible for: 	N/A
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Møller Institute Values
Trust – generate and honour trust in all relationships
Integrity – act honestly, with good intent, and deliver promises
Constant care – get it right for the client and each other, have mutual respect, be professional, and meet agreed objectives
Team – you are an essential and valued contributor to a great team who deliver outstanding performance
Background
The Møller Institute is an award winning leadership development and executive education centre with its own purpose designed residential creative learning environment set in the grounds of Churchill College, University of Cambridge.  
The Møller Institute is a wholly owned subsidiary of Churchill College. Our purpose is education – “to inspire individuals to be the best they can be, to accelerate the performance of the organisations which they serve and have a positive impact on society and the environment. Through our work, we covenant all profits to Churchill College to support the education of future leaders”.
Our executive education programmes are approved by Education Standards Committee of The Møller Institute, under the Royal Charter of Churchill College and The Møller Institute is an approved provider of The University of Cambridge Board of Executive and Professional Education (BEPE). 
We have clear growth strategies and need exceptional people to be part of our team. The team we have developed is extremely professional, bright, enthusiastic, hard working, fun, loyal, creative and have a positive mind set around client support and service.
Overall Objective
To actively engage with our clients, exceeding their expectations and ensuring all aspects of the customer journey are effectively delivered.
Main responsibilities:
· Ensure that the agreed standards of cleanliness and hygiene are maintained in all areas.
· Take all necessary action for the security of guests and their belongings, ensuring that guest property is respected and not touched unnecessarily.
· Ensure cleaning stores, linen room, trolleys and materials are kept tidy at all times.
· Ensure linen is dealt with in accordance with the Institute's procedures.
· Ensure all equipment is used correctly and left in good working order at all times.
· Ensure beds are made up and rooms serviced to the standards required.
· Ensure correct and economical use of equipment and cleaning materials.
· Report any maintenance faults or faults on equipment to the Housekeeping Manager/Supervisor immediately.
· Ensure lost property is recorded when found and secured as agreed by management.
· Carry out spring cleaning as and when requested by the Housekeeping Manager/Supervisor.
· To use initiative over special/occasional cleaning.
· Any other tasks required within the department.
· To ensure that you abide by all of the policies and procedures in relation to our environmental, General Data Protection and Anti-Bribery and Corruption policy, details and objectives of which are included in the staff handbook.
· To carry out any reasonable request made by the Housekeeping Manager or a member of management in a timely and cost effective manner.

Health & Safety 
You must ensure that all relevant Health, Safety and Security regulations are adhered to at all times, this includes the fire procedures, COSHH , manual handling, GDPR, ABC and sustainability policies, all of which you will be made aware. Please ensure that you report any faults or infringements of these procedures or act immediately, where appropriate, to correct them. You have a duty of care to carry out work so that you never put yourself or others at risk, creating a safer working environment for everyone.
Learning & Development
The Møller Institute has a Company Business Plan which sets out the aims and objectives and what we hope to achieve. As part of the process of achieving these objectives, we are committed to develop all our staff.
You will be provided with all the relevant statutory training required for you to carry out your role safely and further development requirements would be discussed at your personal development review.
Business Development
[bookmark: _GoBack][image: ]As outlined in the Company Business Plan all staff are expected to contribute to the business taking responsibility for the delivery of consistent service excellence to clients thereby exceeding their expectations. 
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Møller Institute Limited
Møller Institute, Churchill College, Storey’s Way, Cambridge CB3 0DE.          
+44 (0) 1223 465500    info@mollerinstitute.com     www.mollerinstitute.com



Møller Institute Limited is a company registered in England. ‘Møller Centre’ is a trading name of Møller Institute Limited.
Registered Company Number 02746545. VAT Registration No. GB 599 6162 78
Registered Office: Møller Institute Limited, Churchill College, Cambridge, CB3 0DS.
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