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Job Description:
Laundry Coordinator
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General Information

· Department: Housekeeping

· Reports to: Housekeeping Manager

· Category: Salaried (Exempt)

· Description approved as of: August 2025

Essential Role: Oversees the day-to-day operation of the laundry room to assure clean linens are available and accessible for staff and guests use. 
Main Responsibilities:

· Oversee all laundry room functions, including:

· Launder, sort, fold and organize all linens, rags, blankets, bedspreads.
· Organize and manage the maintenance and cleanliness of the conference laundry room, housekeeping closets, bathroom, guest coin-op laundry, and equipment. 

· Stock housekeeping closets with clean linens before a towel change or changeover.
· Stock and maintain cleaning supplies and chemicals on laundry dock.

· Monitor the condition of linens, coordinating mending needs with manager, supervisor and volunteer coordinator.

· Monitor and maintain guest room drapes, curtains and bedspreads.

· Train and oversee the laundry assistant and/or other volunteer or part time personnel, delegating and scheduling functions.
· Keep the sundries current in all maid closets and help keep clean and neat.

· Adhere to all CBCC safety program rules and procedures, including the safe handling of contaminated laundry and training of other laundry personnel handling contaminated laundry.
· Assist the Department Evacuation Coordinator (DEC) in the event of a tsunami evacuation.

Secondary Responsibilities:

· Provide clean linens as required for Ecola Bible School: i.e., shower curtains as necessary.
· Assist with lock/unlock and on-call procedures as needed.

· Sign for and check in delivery of ordered stock. 

· Assist staff isolation procedures by laundering linens and clothing of staff going in and out of isolation.

· All other duties as assigned.

Qualifications/Skills Required:


· A Christian in agreement with CBCC’s statement of faith and with a growing personal relationship with Jesus Christ.

· Responsible, organized self-starter who can work independently.

· Work well under pressure, with ability to prioritize.

· Ability to communicate and work well with others, including supervision.

· Flexibility and adaptability in supporting the needs of a conference/retreat ministry, with an emphasis on serving our guests as a member of the team 

· Willing to work a varied schedule including split shifts, on-call, weekends, and holidays.

· Good basic math, reading and writing skills

· Physical fitness with ability to stand for long periods of time and to lift up to 50 lbs.

Physical Demands:
Sit

0  Consecutive hours

0-1  Total hours per day

Stand/Walk
7-8  Consecutive hours

7-8  Total hours per day

Employee may alternate between sit/stand as needed.

 FORMCHECKBOX 
  Only uses left hand/arm
     FORMCHECKBOX 
 Only uses right hand/arm
 FORMCHECKBOX 
 Uses both hands/arms

	
	None or N/A*
	Occasionally*
	Frequently*
	Continuously*

	Hand/Wrist Work
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Grasping
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Pushing/Pulling
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Fine Manipulation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Reach Above Shoulder
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Bend/Twist
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Kneel/Squat
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Climb/stairs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lifting/Carrying 1-10 lbs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lifting/Carrying 11-20 lbs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lifting/Carrying 21-50 lbs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lifting/Carrying over 50 lbs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Distance objects are carried:
	100 yards
	
	
	

	
	*Key
	

	Occasionally 
	Frequently
	Continuously 

	3 hours or less
	3-6 hours
	6-8 hours

	1-33% of day
	34-66% of day
	67-100% of day

	20 x per hour or less
	20-120 x per hour
	More than 120 x per hour

	60 x per day or less
	60-720 x per day
	More than 720 x per day


Employee signature  ___________________________________
Date ________________

Supervisor or HR signature





Date




NOTE:  This job description is not intended to be all-inclusive. Employee may perform other duties as needed to meet the ongoing needs of the organization.
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