Job Description [Parish Name]

Job Title:  Housekeeper					FLSA Status:	Non-Exempt (Hourly)

Reports to:  Pastor						
								

I.  JOB SUMMARY

The Housekeeper provides a variety of general cleaning tasks to maintain offices, hallways and other assigned areas of the Rectory.  The position is expected to use personal judgment in carrying out routine 	duties and responsibilities of the Parish.

This job description reflects management's assignment of essential job responsibilities; it does not prescribe or restrict the tasks that may be assigned.  All the duties and standards within this job description will be performed according to the established policies, procedures and guidelines.

II.	ESSENTIAL JOB RESPONSIBILITIES
	
1. Dust furniture, woodwork, equipment and vacuum or dust mop floors. Polish and clean fixtures in rooms and bathrooms.
2. Gather and dispose of trash in the appropriate container.
3. Provide clean-up for specific events hosted by the Bishop such as priests’ luncheons, and seasonal parties and receptions.
4. Provide regular house cleaning, including cleaning of accessible windows.
5. Arrange for heavier cleaning, including less accessible windows, with facilities manager.
6. Provide regular washing, drying, and ironing, of laundry.
7. Keep work areas neat and orderly, clean equipment and assist with other cleaning duties as 	assigned.
8. Maintains strict level of confidentiality concerning Rectory matters and the privacy of the Pastor and other occupants of the Rectory.
9. [bookmark: P27_1512][bookmark: P20_1015]Assist Pastor with various projects as needed. 
10. Regular attendance and punctuality is essential for this job.


III.	OTHER POSITION RESPONSIBILITIES

1. Complies with federal, state and local safety laws.
2. Maintains a neat and safe work area.
3. See to the disposal or recycling of waste, newspapers and aluminum.
4. Performs other duties as assigned.


IV.	 BASIC QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Required: Compliance with BCI&I background checks and completion of Protecting God's Children program prior to beginning employment.

	Education:	High School degree or GED is preferred. 

	Experience:	Previous housekeeping experience preferred.

	Job Related Skills:	An understanding of communications and the Catholic perspective; the ability to serve others; Knowledge of various cleaning agents and/or chemical; Ability to perform a variety of repetitive manual tasks that require agility and manual dexterity.

	Interpersonal Skills: The ability to work with others in a collaborative team environment.  
	
	Language skills: Ability to read and comprehend simple instructions.  Ability to effectively communicate to customers, clients, and other employees of the Diocese.

	Mathematical Skills: Ability to add and subtract two-digit numbers and to multiply and divide with 10's and 100's.  Ability to perform these operations using units of American money and weight measurement, volume, and distance.

	Reasoning Ability: Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations.

	Working Environment: The ability to maintain all information highly confidential.


V.	PHYSICAL MENTAL REQUIREMNTS

The Physical Demands Strength Rating reflects the estimated overall strength requirement of the job.  It represents the strength requirements, which are considered to be important for average, successful work 	performance.  The strength rating is expressed by one of the following five terms.  
	
	Medium Work:  Exerting 20 to 50 pounds of force occasionally, and/or 10 to 25 pounds of force frequently, and/or greater than negligible up to 10 pounds of force constantly to move objects.  Physical demand requirements are in excess of those for Light Work.
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