
 
THE DUKE AND DUCHESS OF DEVONSHIRE  
PRIVATE STAFF 
 
JOB DESCRIPTION  
 
Job Tit le:  Housekeeper   
Location:  Bolton Hall  
Reporting to: Private Head Housekeeper & Agent of the Bolton 

Abbey Estate   
 
Main duties and responsibil it ies:  
1. The Housekeeper will be based at Bolton Hall, North Yorkshire, but may 

be asked to work at other locations from time to time as requested by 
The Duke and Duchess of Devonshire. 
 

2. The Housekeeper is responsible for all cleaning and housekeeping of the 
Hall, and is responsible for establishing a proper, well-ordered routine to 
maximize the efficiency in the way tasks are accomplished, ensuring the 
best possible use of time and resources. 

 
3. The Housekeeper is fully responsible for establishing and maintaining 

the highest standards of cleanliness, tidiness and good order at the Hall 
at all times and ensuring that all staff employed to assist in these tasks 
meet these standards, taking action if and when required to bring staff 
up to the required standards. 

 
4. The Housekeeper is required to be a good team player and develop good 

communications and working relationships with all other staff (in 
particular the Private Head Housekeeper – based at Chatsworth, the 
Agent of the Bolton Abbey Estate and the other Heads of Department 
within the Household at Chatsworth) to ensure the best possible 
efficiency of the whole team. 

 
5. The Housekeeper will be responsible for the care of The Duchess’ clothes 

and shoes – including laundry, ironing, pressing, dry cleaning (using 
specialist firms where necessary), and mending etc, when the Duchess 
is in residence at the Hall in the absence of any other dedicated staff. 

 
6. The Housekeeper will similarly be responsible for the clothes and shoes 

of The Duke when he is in residence at the Hall in the absence of any 
other dedicated staff. 



 
7. The Housekeeper will be responsible for ensuring the satisfactory 

packing, and unpacking of luggage and belongings for The Duke, 
Duchess and any guests at the Hall. 

 
8. The Housekeeper is fully responsible for the care, storage in good order 

and mending of all linen at the Hall, consulting with the Head 
Housekeeper about replacements as required. 

 
9. The Housekeeper will be responsible for keeping all the furniture in 

excellent condition – polishing, bees waxing etc – noting damage and 
consulting with The Head Housekeeper about repairs and restoration; 
ensuring that upholstery and soft furnishings are kept in excellent 
condition – sponging, removing stains, cleaning and mending. 

 
10. The Housekeeper is responsible for the care and cleaning of all silver and 

brass at all the Hall and must ensure that cleaning & polishing are 
carried out in an appropriate manner and all maintenance (scratches, 
dents and blemishes) are reported to The Head Housekeeper as soon as 
conveniently possible. 

 
11. The Housekeeper is responsible for security at the Hall at all times, and 

must liaise closely with the Agent of the Estate on all matters concerning 
security.   

 
12. The Housekeeper will be responsible for all inventories of linen, silver, 

china and glass at the Hall.  
 
13. The care, conservation and any movement of any of the contents of the 

Hall either within the Hall or between the Devonshire Family’s houses 
ultimately lies with the Collections Department at Chatsworth. The 
Housekeeper through the Agent at Bolton Abbey is responsible for 
ensuring that the Collections Department are aware of any matter 
affecting the contents. 

 
14. The Housekeeper is required to assist the Head Housekeeper in making 

staffing plans for when the Hall is in use. This will involve working on a 
shared Outlook calendar to input event information about upcoming 
events and staff rotas. Liaising with the Bolton Abbey Estate office to 
ensure that all events run efficiently and cost effectively; and ensuring 
that these plans are submitted to the Duchess for approval in good time.  
The Housekeeper is required to work with and supervise all casual staff 
during these events.   

 
15. Following liaison with the Estate’s Agent and Clerk of Works, the 

Housekeeper must supervise all visiting contractors, workmen, window 
cleaners, chimney sweep, piano tuner and others to ensure that their 



work is carried out to the acceptable standard, taking appropriate action 
when this is not met. 

 
16. The Housekeeper must ensure that appropriate flower arrangements are 

in the Hall when it is in use through liaison with the Head Housekeeper 
and the Head of the Hall gardens. 

 
17. Internet broadband is installed in the Hall and is an important means of 

communication when the Hall is in occupation. The Housekeeper is 
responsible for ensuring that the system is fully functional in anticipation 
of the Hall’s use, ensuring power, telephone and other strategic 
connections are maintained at all times, including the checking and 
ordering of oil for the tanker, and maintaining the heating system. 
Technical support as required will be available to support the 
Housekeeper with this responsibility.  

 
Personal skil ls and abil it ies:  
 
This is a hands-on job in which the Housekeeper is expected to set high 
standards and maintain them.  It requires initiative, common sense, 
diplomacy, communication and supervisory skills, as well as the ability to 
motivate oneself to achieve the best possible standards in one’s own work, 
when often working in isolation. 
 
This is a busy and varied role live-in role, involving high level organisation of 
casual staff, and diary management. You will need basic computer skills, a 
full UK driving licence, and basic cooking skills would be highly 
advantageous.  
 
Confidentiality is of key importance and all who work for the Duke and 
Duchess of Devonshire are required to sign a legally binding confidentiality 
agreement before they commence work.  This stands throughout the 
duration of one’s employment and afterwards as well.  
 
This is a description of your duties and responsibilities at the present time, 
however, this is not an exhaustive list and the Head Housekeeper and the 
Duke and Duchess of Devonshire reserve the right to alter your duties within 
reason. 
 
 
Agreed by Employee………………….……………   Date……………….. 
 
 
 
 
Agreed by HR Director 



 
Date 27 November 2017 
 
 


