
Housekeeping Supervisor 
Candidate Information Pack

Cobham Hall



The Mill Hill School Foundation is looking for an enthusiastic 
Housekeeping Supervisor.

Closing date for applications: 9.00am on Wednesday 2 
February 2022

The School also reserve the right to interview candidates ahead of the closing 
date and applications will be considered as they are received.

INTRODUCTION

Contract Type
PERMANENT, FULL TIME, 

Liaising with
HOUSEKEEPING TEAM

Salary: 
£28,050.00

Holidays:
25 DAYS ANNUAL LEAVE 
PLUS STATUTORY BANK 
HOLIDAYS 

Hours 
45 HOURS PER WEEK

Key facts about the role:

Responsible to
HEAD OF HOUSEKEEPING

‘A vibrant, buzzing school, with a solid academic underpinning 
and an outstanding extra-curricular programme producing 

confident, articulate, mature young people, who start adult life 
solidly grounded, positive and well informed. ‘A very happy 

place to be,’ is the consensus of parents and pupils.’

– Good Schools Guide Review for Mill
Hill School 2020



THE FOUNDATION ETHOS

The Mill Hill School Foundation educates boys and girls from 3–18, seeking to equip them for life, 
both now and in the future.  

Our stimulating academic environment and numerous activities outside the classroom encourage 
learning and personal growth. We are committed to the development of every pupil and believe that 
our friendly and supportive community helps this to happen. We seek as a Foundation to instil a love 
for learning which will last a life time, whilst balancing this with a readiness to embrace change.



> To ensure that staff have a very good
understanding of the MHS Foundation
Environmental Policy, specifically waste separation
and recycling
> To have a hands-on approach to Supervising the
team
> As part of your salary, to be available for working
additional hours on school calendar events e.g.
Open Mornings or Parent Evenings, some of which
will be on Saturdays
> To act on any reasonable request made by the
Head of Housekeeping
> To attend weekly one on one meetings with the
Domestic Bursar

JOB DESCRIPTION

Main Duties & Responsibilities: 

> To assist and support the Head of
HouseKeeping with all aspects of organising and
running the HouseKeeping Department
> To ensure that the HouseKeeping staff arrive on
time and complete the tasks allocated to them
> To ensure that the HouseKeeping staff properly
use the signing in and out system (which doubles
up as a fire register)
> To ensure that the HouseKeeping staff are in
uniform, with safety shoes and wearing their
lanyards
> To ensure that throughout the working day staff
follow industry best practice methods of work,
and Health & Safety regulations
> To ensure that staff follow COSHH regulations
> To ensure that machinery and equipment is
properly maintained, and that faults are reported
to the Head of Housekeeping
> To ensure that staff report any issues that could
potentially increase the risk of an accident e.g.
torn carpets or loose tiles
> To ensure that staff report faults e.g. broken
toilet seats, lighting, cracked mirrors etc
> To ensure that staff report any suspected
vandalism e.g. graffiti
> To ensure that their team have undergone
annual Health & Safety and safeguarding training
> To ensure that their team have undergone
annual Health & Safety and safeguarding training
> To create deep cleaning schedules for term
time and term closure periods
> To assist the Head of Housekeeping with
managing stock levels & ordering, stock security
and distribution across the Foundation
> To assist the Head of Housekeeping with
creating effective weekly staff rotas
> To manage absence by covering with existing
team
> To manage annual leave fairly and with
minimum impact to the business

> Clean driving licence
> Previous experience of supervising a team
> Self-motivated and an ability to use one’s own
initiative

PERSON SPECIFICATION

This job description is not necessarily a 
comprehensive definition of the post. It will be 

reviewed and may be subject to modification at any 
time after consultation with the post holder.



If you would like to apply for this role, please
download the application form from the
School website, Our Guidance Notes for 
Applicants can also be found on the website.

View Online Page

Your application form should be completed in 
full and returned to 
applications@millhill.org.uk by Wednesday 
2 February 2022

Please note that we are unable to accept 
applications unless they are made on our own 
application form. Due to the large number of 
applications the School receives, please be 
aware that only shortlisted candidates will be 
contacted to be invited for an interview.

Should you require any further  
assistance, please contact us via email 
applications@millhill.org.uk

The Mill Hill Foundation is committed to 
safeguarding the welfare of children. The 
School is registered with the DBS and 
successful applicants will be required to 
complete successfully the Disclosure 
procedure at the Enhanced level. It is an 
offence for person barred from working with 
children to apply for this post.

The Mill Hill School Foundation is committed 
to Equal Opportunities and welcomes 
applications from all sections of the 
community.
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HOW TO APPLY

https://www.millhill.org.uk/application-form/


Instilling values, inspiring minds 
millhill.org.uk

Mill Hill School
The Ridgeway
Mill Hill Village
London NW7 1QS

020 8959 1221 
millhill.org.uk

Follow us  
@MillHillSenior 




