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Position title:  Housekeeping Supervisor
Supervisor:  Executive Housekeeper
Date revised:  October 8, 2017
Position purpose:  Supervise, direct, assist, and assure the completion of all housekeeping tasks.  Inspect both occupied and vacant rooms to ensure 100% cleanliness to maintain Ceres Enterprises high standards of cleanliness.
Guest Relations Tasks

Greet guests at every opportunity with a friendly, sincere greeting!

Exhibit an attitude of attentiveness and anticipation of guests’ needs.
Resolve and follow up on guest complaints to ensure guest satisfaction through service recovery, ensure that management is communicated with after any potential guest displeasure is cited.

Expedite special guests requests, such as extra towels, blankets, pillows, bath amenities, etc., follow up with guest services to communicate special requests have been completed.

Specific position skills and abilities
Show the ability to proactively and professional speak with guests of all walks of life.

Have great knowledge of PMS system

Exercise the ability to perform several functions, sometimes simultaneously and the ability to adapt to varying levels of business activity.
Have tremendous eye for detail in inspecting guest rooms, corridors and all public spaces.

Train, monitor and follow up on performance of room attendant and facility attendant.  Provides organization, instruction, guidance, communication, counseling, and HELP to room attendants.

Report and follow up on work orders submitted to maintenance.

Have the ability to work independently with minimal supervision.

Have the ability to grasp, lift, and or carry, move and run heavy equipment, carts, furniture, etc.

Show the ability to provide clear direction, instruction and guidance.

Safety & Security

Follow and ensure compliance with hotel’s key control policy.

Responsible to know and be able to react to hotel’s emergency procedures.
Communication

Promote effective communication consistently with other departments.
Physical Requiements
Prolonged periods standing and walking and frequently pulling, pushing, and bending.

Must be able to lift up to 15 pounds at times.
Other

Perform any additional reasonable tasks assigned by management.
Must be in complete, clean, neat uniform every day.

Shifts/hours can/will change due to needs of business.
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