



 SEQ CHAPTER \h \r 1Diocese of Sacramento

JOB DESCRIPTION
	PARISH:        Parish Name Here               POSITION STATUS: P/T or F/T Status Here                        
POSITION:
 Housekeeper/Cook             SCHEDULE:              Work Schedule Here
CATEGORY: Non-Exempt      

                     



SUPERVISOR:    Direct Report Here
JOB SUMMARY: Under the supervision of the pastor or his delegate, the housekeeping is to support in maintaining the cleanliness of the rectory and other designated areas of the parish. In addition, this position requires the regular preparation of meals.
ESSENTIAL FUNCTIONS:

1. Clean, vacuum, dust, and polish facilities and furnishings of the rectory and other designated areas of the parish.
2. Experience with laundering services and machinery. Must have the ability to provide laundry services for rectory.
3. Regular purchase groceries and other household supplies that are essential to the rectory.
4. Preparation of meals for the rectory. 
5. Other duties as assigned.

MINIMUM QUALIFICATIONS:

Education:  High school diploma or equivalent.
Experience: No experience required. 
Skills / Knowledge:  Ability to perform physical labor in housekeeping situations; operate housekeeping appliances; organize household duties; budget household expenses; possession of a valid drivers licenses and ability to drive a car; lift and carry 25-30 pounds; make beds; prepare shopping list; maintain confidentiality; work well with others; work independently. Must have knowledge of cleaning methods; basic nutrition, food preparation and menu planning; and the English language.
_________________________   __________

____________________________    ___________
EMPLOYEE SIGNATURE
        DATE

SUPERVISOR SIGNATURE  

    DATE            
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