HR191 POSITION DESCRIPTION

UNIVERSITY OF CAPE TOWN

ITUMNIVESITHI YASEKAPA » UNIVERSITEIT AN KAAPSTAD

NOTES Forms must be downloaded from the UCT website: http:/forms.uct.ac.za/forms.htm
. This form serves as a template for the writing of position descriptions.
e A copy of this form is kept by the line manager and the position holder.
POSITION DETAILS
Position title Public Area & Rooms Attendant
Job title (HR Practitioner to provide)
Position grade (if known) PCO02 Date last graded (if known)
Academic faculty / PASS department | Finance
Academic department / PASS unit COMDEV
Division / section
Date of compilation September 2023

ORGANOGRAM
(Adjust as necessary. Include line manager, line manager’'s manager, all subordinates and colleagues. Include position grades)
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The main purpose of this position is to maintain hygiene levels within commercial development and provide housekeeping services
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MINIMUM REQUIREMENTS

Minimum qualifications

NQF 2 (Grade 10)

Minimum experience
(type and years)

1year experience housekeeping experience in the hotel industry

Skills

e An ability to follow clear instructions or physical demonstration of task.

e Basic literacy, and numeracy.

e Ability to communicate effectively with hotel guests, i.e., to announce arrival at door and to clearly
understand requests from guests.

e  Strong ability to use cleaning supplies, vacuum, safety equipment, and other equipment and

materials used in carrying out housekeeping functions.

Physically fit, with the ability to move around work area effectively and efficiently and lift.

Ability to work effectively in a place of varying levels of noise.

Ability to solve problem relating to guests, with strong customer service skills.

Strong self-starting personality and ability to display professional attitude and appearance always.

Ability to work in a team setting, providing support to co-workers whenever called upon to offer

assistance.

attention to detail

Taking ownership

Responding with urgency

Collecting Information (listening; asking questions)

English communication skills

Basic Knowledge of Health & Safety.

Knowledge

Cleaning / Housekeeping Industry; General Health and Safety principles; Basic knowledge of materials or
equipment may be required.

Professional registration
or license requirements

None

Other requirements

(If the position requires the
handling of cash or finances,
other requirements must
include ‘Honesty to handle
cash or finances’.)

. Honesty & integrity.

Competencies
(Refer to

UCT Competency
Framework )

Competence Level Competence Level
Quality commitment/ work standards 1 Planning and Organising 1
Resilience 1 Written & Verbal Communication 1
Safety awareness 1 Teamwork / collaboration 1
Service Delivery 1

SCOPE OF RESPONSIBILITY

Functions responsible for

Daily cleaning

Amount and kind of
supervision received

Direct supervision

Receives direct supervision. Housekeeper gives clear, detailed, direct and specific instructions on most work.
Work is regularly checked for completeness and accuracy. Tasks are covered by standard procedures.
Responses to unfamiliar situations are determined at higher levels. Some latitude is allowed within set
routines to rearrange sequences and choose between set methods.

Amount and kind of
supervision exercised

None

Decisions which can be
made

Defined decisions

Makes defined decisions. Decisions can be defined, and the staff member is left with little choice other than
variation in the ‘when’ regarding the elements of an operation.

16 May 2017
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Decisions which must be
referred

All decisions outside work routine

CONTACTS AND RELATIONSHIPS

Internal to UCT

Hospitality Director, Hospitality Manager, Housekeeper, Booking Officers: All Africa House, Maintenance
Assistant, General Assistant, Bartender, Stock Controller, Chefs, Front Office Staff.

External to UCT

Guests, vendors, suppliers.’
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