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EXEMPT ____

NON-EXEMPT _X__
POSITION DESCRIPTION

POSITION:


 WC HOUSEKEEPER

RESPONSIBLE TO:
Lead Housekeeper/Maintenance Worker

SALARY:



GS-03  $19,982 - $25,979 Annual/Full Benefits





GS-04  $22,625 - $29,158 Annual/Full Benefits

CLASSIFICATION:

 Non-Management, Regular, Full-time

LOCATION:


Klamath Tribal Health & Family Services





Wellness Center, Chiloquin, OR

POSITION OBJECTIVE

The Housekeeper will be responsible for janitorial duties at designated Tribal Health & Family Services’ facility.  The primary duty is to ensure the cleanliness of the Wellness Center.  The Housekeeper will be cross trained in the housekeeping and maintenance positions.  All work assignments and duties will follow standard operation procedures for the Facilities Department, i.e., weekly, daily, as assigned, etc.

MAJOR DUTIES AND RESPONSIBILITIES
1. Provide information and directions to question asked by patients.

2. Monitor waiting area during open hours to ensure area is kept clean.

3. Responsible for delivery and of supplies, equipment to appropriate department, as assigned. 

4. Provide routine maintenance duties at the Wellness Center.

5. Clean assigned areas by washing furnishings and equipment and mopping floors with special cleaning solutions and disinfectants to prevent the spread of disease.

6. Use damp, disinfectant-treated cloths and vacuum cleaner to dust window sills, blinds, floors, furniture and equipment in an orderly fashion.

7. Check breakroom for cleanliness.  Pick up and dispose of any noticeable debris.

8. Clean conference room tables and arrange chairs in accordance with office floor plan.

9. Disinfect, scour and polish all wash basins, toilets and bathroom fixtures, including mirrors and exhaust vents. Replenish supplies of soap, towels, and other dispensable items and wash entrance doors inside and out.

10. Gather and dispose of trash, wash and clean wastebaskets and large refuse containers; reline with plastic bags.

11. Wash walls and ceilings using water, cleaning solutions, sponges, and cloths.

12. Wash windows, inside and out and shampoo carpets as needed.

13. Provide monthly activity reports to supervisor.

14. Perform scheduled maintenance duties as scheduled.

15. Other related duties as assigned.

SUPERVISORY CONTROLS

Work is performed under the supervision of the Lead Housekeeper/Maintenance Worker.  Routine tasks are performed with limited supervision.  Assignments are performed according to various established office procedures using set standards.  New assignments are provided in detail, as well as changes in current procedures.  Major or new issues are referred to supervisor.  Work is checked for accuracy, adequacy, and timeliness.

KNOWLEDGE, SKILLS, ABILITIES
Must be able to endure long hours of continuous work; physical effort required includes standing, stooping, pulling, pushing, and lifting up to 50 pounds.

Must know how to use common housecleaning implements, such as mops, floor waxes, and scouring pads, to keep areas clean and well-serviced.

Must know how to care for equipment, how to measure cleaning solutions, and be alert to hazards.

Ability to follow oral and written instructions.

Ability to communicate through computer network, to provide monthly reports to supervisor.

Ability to work independently with minimal supervision.

Ability to operate and use basic hand and power tools, cleaning equipment & supplies, including but not limited to wet/dry vacuums, carpet cleaning machines, buffers and floor polishers.

Ability to learn bio-hazard waste management and infection control policies.

Ability to maintain strict confidentiality and adhere to HIPAA and Privacy Act requirements.

QUALIFICATIONS, EXPERIENCE, EDUCATION

Minimum Qualifications:
· High School Diploma or equivalent is REQUIRED. Must submit copy of diploma, GED or Transcripts with application.
· Must be willing to occasionally work an irregular schedule.

· Must be in good health and good physical condition, with the ability to lift and carry objects weighing up to 50 pounds.

· Must be willing to work in and outdoors in inclement weather conditions and temperature extremes.
· Must submit to and clear a Criminal Background check.

· Must submit to and clear an Alcohol/Drug Screen and random testing as per policy.

· Indian Preference will apply. Must submit documentation with application to qualify for Indian Preference.
ACKNOWLEDGEMENT 

This job description is intended to provide an overview of the requirements of the position.  It is not necessarily inclusive, and the job may require other essential and/or non-essential functions, tasks, duties, or responsibilities not listed herein.  Management reserves the sole right to add, modify, or exclude any essential or non-essential requirement at any time with or without notice.  Nothing in this job description, or by the completion of any requirement of the job by the employee, is intended to create a contract of employment of any type.

APPLICATION PROCEDURE

Submit a Klamath Tribal Health & Family Services Application for Employment with all requirements and supporting documentation to:


Klamath Tribal Health & Family Services


ATTN:  Human Resource

3949 South 6th Street


Klamath Falls, OR  97603

IT IS THE RESPONSIBILITY OF THE APPLICANT TO PROVIDE SUFFICIENT INFORMATION TO PROVE QUALIFICATIONS FOR TRIBAL POSITIONS.

Please Note:  If requirements are not met, i.e., submission of a resume in lieu of a tribal application or not including a required certification, your application will not be reviewed and will be disqualified.

Indian Preference will apply.  In accordance with Klamath Tribal policy, priority in selection will be given to qualified applicants who present proof of eligibility for “Indian Preference”.

Applications will not be returned.

Klamath Tribal Health & Family Services


3949 South 6th Street


Klamath Falls, OR  97603





Phone: (541) 882-1487   or    1-800-552-6290	


Fax:  (541) 882-1670				





OPEN: 04/18/11


CLOSE: 04/29/11 @ 4:00 PM
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