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BUILDING ‘ DEVELOPMENT ‘ MANAGEMENT




Position Title: Executive Housekeeper


 ADVANCE \X 84.95
Supervisor: General Manager


Date Revised: August 29, 2016


Position purpose:  To provide supervision and direction for all Housekeeping activities of the hotel to ensure the highest levels of cleanliness associate, and guest satisfaction are maintained, by driving a positive, proactive, high energy culture, while maintaining inventories, and complying with budgetary constraints.
ESSENTIAL FUNCTIONS:
Plans, organizes, monitors and oversees housekeeping staff activities to ensure compliance with quality assurance standards set by the hotel, and hotel chain, which require continuous visual, tactile, olfactory, and auditory inspection of rooms, guest rooms, corridors, lobbies, function rooms, public facilities, laundry areas including restaurants, lounges, etc. for cleanliness and appearance by extending arms over head, touching, smelling, hearing, reaching, lifting, climbing, bending, stooping, kneeling, standing and working at ground level.  Requires the ability to provide clear direction, instruction and guidance to subordinates verbally and via the phone.

Communicates effectively, both verbally and in writing to provide clear direction in assigning and instructing housekeeping and laundry staff in details of work.  Provides staffing, training, counseling, and performance reviews for housekeeping department. 

Develops checklists for housekeepers, inspectors, facilities associates, and laundry attendants and spot-checks against the checklists to ensure all items are covered and quality is top notch in every area.

Manages finances of housekeeping and laundry operations including budget and inventory controls. Analyzes data and compiles reports on expenditures, wages, labor, supplies etc. in relation to hotel financial forecasts and budget.  Establishes and maintains adequate supplies for efficient operation of department.

Interviews, hires, trains, monitors and follows-up on performance of staff in the procedures and techniques to use through Performance for Excellence training, standards, hotel and department policy and procedures.  Training includes detailed instruction on use of chemicals for different surfaces and procedures to report repairs to engineering.  Provides organization, instruction, guidance, communication, counseling, as well as exercise good judgment, while reinforcing Ceres high standards of quality.
Conducts linen and terry inventories according to Ceres Development standards and turns them in to Director of Operations by the 10th day following quarter end.

Arranges staff work schedules, determining days off, ensuring staffing levels are based on occupancy and/or any current or anticipated projects.  Helps correct payroll records when discrepancies arise.

Distributes and delegates work load to guarantee maximum production and guest satisfaction with minimum outlay of expenses in terms of labor and materials.  Monitors house count and make staffing adjustments accordingly. 

Ensures proper usage of chemicals and cleaning supplies by monitoring usage, providing complete training for team members and ensuring proper labeling of hazardous supplies in accordance with OSHA Training Program.

Plans and conducts staff meetings.  Attends various other related meetings to obtain and disseminate pertinent information.

Maintains open door policy and monitors team member relations.
Ensures inventories of amenities, chemicals and other supplies are maintained to ensure items are in stock and reorders in timely manner.

Coaches, counsels and disciplines staff, when appropriate, to ensure standards are met and assigns staff to additional training when needed.  Has knowledge of, and follows corporate disciplinary policies.
Reviews current standards and introduces hotel-wide changes such as those affecting amenity set ups to insure hotel is in compliance.

Provides instruction and/or guidance for guest and team member safety in fire or other emergency situations.

Ensures the coordination of the laundry room to ensure rooms' linens are picked up and delivered to meet guestroom needs.

Supervises the operation of linen, uniform, supply and storage rooms.

Installs inventory controls for uniforms, linens and supplies to be monitored by issuance      procedures and purchasing. 

Documents needs of the department to furnish management with budget requests.

Manages, monitors and makes adjustments in order to comply with energy conservation program management.

Monitors issuance of keys and maintain inventory.

Reports all suspicious persons or actions, hazardous conditions, etc. to the Maintenance/Security Department.

Responds to guest questions. Provides guest assistance, directions, and information as requested.
Other duties as assigned by the General Manager.

PHYSICAL REQIREMENTS
Prolonged periods standing and walking and frequently pulling, pushing, and bending.

Must be able to lift 15 pounds at times.

Willingness to work a varied shift that may include weekends and holidays.

Associate’s Signature_________________________________

Manager’s Signature__________________________________

Date_______________________________________________

