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Welcome

Dear Applicant

Thank you for your enquiry regarding the position of Housekeeping Assistant with the Field
Studies Council, Rhyd-y-creuau, The Draper’s Field Centre. Please find enclosed the following
information:

1. Job Description, summary of main terms and conditions for the post and Person
Specification.

2. Information about the FSC. (Please also visit: www.field-studies-council.org)

3. The FSC Application Form and guidance notes. (or download and complete the
Application Form for non-Education Posts as fully as possible www.field-studies-
council.org/appointments

Completed forms should be returned for the attention of, Daniel Moncrieff, Field Studies
Council, Rhyd-y-creuau, Betws-y-coed, North Wales, LL24 OHB. Alternatively you can email
your application to: daniel.rc@field-studies-council.org

The closing date for receipt of your completed application form is noon on Friday, 19" March
2010.

If you require an acknowledgement of receipt of your application, please enclose a stamped,
addressed envelope.

As a charity, we endeavour to keep our administrative costs to a minimum and therefore you
will only be contacted if we wish to progress your application. If you have not heard from us
within four weeks of the closing date, you should assume that your application has been
unsuccessful on this occasion, however, if this is the case, we sincerely thank you for your
interest in our organisation and encourage you to apply for any future posts that may be
advertised.

If you have any queries regarding this vacancy please call Daniel Moncrieff on 01690 710494,
We look forward to receiving your application in due course.

Daniel Moncrieff
Head of Centre, FSC Rhyd-y-creuau

Field Studies Council is a limited company, registered in England and Wales No. 412621 and a Charity, No. 313364. Registered Office: Preston Montford, Shrewsbury, Shropshire, SY4 1HW.
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JOB DESCRIPTION

Job Title: Housekeeping Assistant
Based at: FSC The Drapers’ Field Centre, Rhyd-y-creuau, North Wales
Reports to: Housekeeper

Overall Job purpose: Housekeeping Assistants will ensure that the centre is clean and tidy for visitors at
all times and contribute to a friendly welcoming atmosphere at the Centre.

Key Responsibilities:
Undertake cleaning in accordance with the Centre’s cleaning specification (to include, bedrooms
corridors, showers, toilets, common rooms and lounges)
Recognise areas requiring additional cleaning and report these to your Line Manager
Keep all exits and corridors free from obstructions
Ensuring the highest standards of quality are achieved in all duties carried out
Maintaining a high standard of customer service
Assisting students in the dining area at meal times, clearing plates and operating the dishwasher
Ensure laundry is completed in a timely manner

Ensure you adhere to FSC’s Operational code of practice (OCoP23) in relation to the correct use
and management of substances hazardous to health and working safely within Field Studies
Council Health, Safety & Hygiene procedures

Attend staff meetings as required

Working closely with other Centre staff with regard to ensuring that appropriate levels of service
are maintained during absences and periods of high workload

Fulfilling your obligations under FSC’s behaviour partnership
During the centre closed periods help with general maintenance and painting around the centre

A You may be required to contribute to the overnight duty system on a rota basis — this involves
being in the Centre in the evening to deal with customer issues and being on call overnight to
attend to emergencies. You will be supported by senior staff

Contributing to environmental performance through reducing waste and efficient use of
cleaning products

Undertake any other duties related to the work of FSC as reasonably requested by the
Housekeeper and Head of Centre



PERSON SPECIFICATION

Post Title: HOUSEKEEPING ASSISTANT

Centre / Unit: RHYD-Y-CREUAU

ESSENTIAL/DESIRABLE FACTORS FOR THE POST

How is this identified?

1. EXPERIENCE, KNOWLEDGE, SKILLS & ABILITIES E

Previous cleaning experience V Application Form/Interview
Ability to speak Welsh Application Form/Interview
2. PERSONAL QUALITIES

Trustworthy and reliable V Interview

Ability to work as a competent and effective team member V Interview

Strong commitment to a high standard of customer care Vv Application Form/Interview
Excellent time management and prioritisation skills Vv Application Form/Interview
Pleasant manner and flexible approach V Interview

3. COMMUNICATION SKILLS

Have a pleasant manner and be able to relate well to fellow workers and v Application Form /nterview

our full range of customers

4. OTHER CIRCUMSTANCES

Enthusiasm for providing residential experiences and out of classroom

learning for young people

Application Form/Interview




Summary of Main Terms and Conditions

Contract Term:
This is a permanent post.

Remuneration:

The rate of pay is offered in the range of £5.81 - £6.07 per hour. The rate of pay is reviewed annually in
line with inflation or as recommended by the FSC Joint Staff Committee. Salaries are paid monthly in
arrears, by direct credit transfer.

Hours of work:

The exact working pattern will be discussed at interview and mutually agreed with the successful
candidate. Flexibility will be expected in order to work around customer occupancy and so weekend
and some early/late working may be required.

Annual & Bank Holidays:

The holiday year runs from 1 January to 31 December each year. You will accrue an entitlement to paid
annual holidays equivalent to 5.6 working weeks during a complete holiday year. This entitlement
includes the Public/Bank holidays or substitute days (as defined in FSC’s Employee Handbook) when
they fall on a contractual or scheduled day of work. Part time workers will receive a pro-rata of the
entitlement. For anyone who joins part way through the year they will receive a pro-rata entitlement of
the 28 days.

In addition to the above, we recognise and reward staff loyalty by awarding additional paid leave days,
based on length of service, up to a maximum cumulative total of 5 additional days paid leave (pro rata
for part time).

Pension:
The post-holder will be eligible to join the FSC Group Personal Pension Plan with Friends Provident.

Sickness:
After a qualifying period and subject to compliance with organisational procedures, the post-holder will
be paid their full rate of pay for between one week and two months in a twelve month period,
dependent upon length of service. (Such payment to include SSP or any Social Security Sickness
Benefit).

Probationary Period:
This post has a 3 month probationary period, during which your suitability for the post will be assessed.

Post Classification:
Category A or B (as defined in the FSC Code of Conduct)

Level of CRB Disclosure Required:
Enhanced

Date of issue: March 2010
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The Field Studies Council et e

The Field Studies Council is an independent environmental education charity committed to
helping people, discover, explore, understand and be inspired by the natural world. Its network
of centres provides day and residential courses for all ages from young children to retired adults
from schools and communities throughout the UK. It also reaches many others through its
publications and community-based programmes.
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Located near the tourist honeypot of Betws-y-coed in
Snowdonia National Park, the centre attracts groups from
England, Wales and further afield. We continually strive
to build upon our reputation as a leading A-level biology
and geography field centre. A further strength of the
centre is our comprehensive programme of KS2 and KS3
Eco-adventure courses, which develop environmental
understanding through a range of outdoor learning
experiences including Adventurous Activities.

We are looking to recruit a new member of the house
team for this dynamic centre. This is a team of 5 staff, led
by the Housekeeper, who all contribute to the cleaning
and preparing of the centre for customers. The successful
candidate will be able to work effectively in a team, and
strive to create a welcoming environment for our guests.

Looking after our customers is of paramount importance
and the Office, Kitchen, Household and Education teams
all play their part in ensuring we offer outstanding
customer service. The management of the Centre is
inclusive, with everyone being expected to contribute and
having the opportunity to develop their skills and
experience.

There are approximately 25 staff at the Centre, with
about two thirds living locally. All other staff are
residential and live in shared accommodation near the
village of Betws-y-coed. Links with the local community,
Welsh culture and Welsh language are valued greatly at
the centre.
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