
 

 

 

 

 

JOB DESCRIPTION 

Housekeeper/Laundry Assistant 
 

 
 

The School: Twyford is a successful co-educational, independent day and flexi-boarding prep school for 
pupils age two to thirteen.  Situated in the village of Twyford, near Winchester, the School is 
set within a truly enviable position of 25 acres of mature grounds, with a beautiful Queen 
Anne country house as its centrepiece.  Surrounded by stunning Hampshire countryside, the 
School prides itself on being one of the oldest prep schools in the country.   

Job Purpose: Working closely with the Residential Matron to provide a top-quality laundry service with 
occasional cleaning. 

Core Hours: 9am – 2pm Monday, Wednesday, Thursday and Friday (term time 33.4 weeks), with 30 minute 
unpaid lunch break.   
09.00 - 12.00 Saturdays when School is in session (21 per year). 
25 hours in each of the main school holiday periods (summer, Easter and Christmas) prior to 
the pupils return for additional laundry services. 
5 Inset days per year (dates advertised in the School’s calendar of events): 9am – 2pm. 

 
Additional Hours:  Providing laundry & cleaning services to the boarding house during holiday residential 

periods for which overtime is paid 
 

Hourly Rate: £10.50 



 

Lunch is provided free-of-charge, Monday to Friday, during normal school term and at 
Insets. 

 
Paid Holiday: 5.6 weeks (deemed to be taken during School holidays) 

 
Start Date: As soon as possible 

 
Reporting Line: The Housekeeper reports to the Bursar through the Commercial Manager. 

 
Benefits: ill-health, Life cover, use of swimming pool, free on-site parking, cycle to work scheme 

 
DUTIES AND RESPONSIBILITIES 

Laundry 

• Use both industrial and domestic washing and drying machines, ensuring they are cleaned and de-
fluffed daily. 

• Laundering a range of items including pillowcases, duvet covers, mattress protectors, shower 
curtains, school uniform, sports kit, personal items and towels. 

• Ironing shirts and folding all other items after tumble drying. 

• Undertaking small repairs where practicable. 

• Name marking items with a laundry pen as required. 

• Assisting with the putting away of the laundered items  

• Ensuring the working area is left clean, tidy, and safe at the end of each working session. 

• Change bedding if required and occasionally turn or change mattresses 

• Ensure all laundry is cleaned and put away at the end of each term. 

• Working with the gap students to make the beds prior to the beginning of each term 

• Provide laundry service for residential lettings (paid as overtime). 

• To immediately report any defects or safety hazards and any accidents, however small, to the 
Estates Manager 

Cleaning 

• Clean allocated areas as and when required around the School site. 

General 

• Take part in training programmes as identified by the School. 

• Undertake any other tasks when reasonably requested by the Commercial Manager, Residential 
Matron or Bursar 

All staff are expected to:    

• Follow and promote the School’s code of conduct, safeguarding policy and procedures and to ensure 
the wellbeing of all pupils is their highest priority. 

• Contribute to the day-to-day running of the School and follow its policies and procedures, having 
due regard for the Health and Safety of self and others. 

• Take an active role in ensuring the realisation of the School Development Plan 

• Treat each pupil and each other as individuals with courtesy and respect. 

• Take part in relevant training programmes identified by the School. 

• To work in a co-operative, diplomatic and flexible manner. 

• To carry out any other reasonable duties as requested by the Headmaster or Bursar. 

Note:   This job description will be reviewed annually. 
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