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Job Title:
Location:

Line Manager:

Key Communications:

Job Purpose / Summary:

Head Housekeeper

Front of House Manager, General Manager.

Other Head of Departments . General Manager
Own Team . Customers
. Reception and Maintenance

To ensure the efficient and effective running of the Housekeeping Department.

To ensure the hotel bedrooms and public areas are maintained to a high standard of
cleanliness, in line with Company standards.

To supervise, train and motivate team to achieve Company Standards, and also to
comply with relevant legislation.

Core Accountabilities & Performance Indicators

These indicators are what the Company can expect to see when the role is being performed to the required standard.

To provide a first class service to the hotel
guest.

To ensure that all public areas are clean and welcoming to guests at all times.

To ensure the cleanliness and checking of guests accommodation is carried out
efficiently and that it is, clean according to the agreed standards.

To report any maintenance faults, and follow up to ensure that the faults are
rectified.

To action and implement a preventative maintenance policy for areas of
responsibility.

Anticipate customers needs wherever possible, and to react to these to enhance
customer satisfaction.

To be fully conversant with facilities, services and promotions offered by the hotel
and where possible pass this information on to the guests whenever the opportunity
arises.

To be aware and responsible for, the security of the hotel and guests property.

To ensure that the team are punctual, smart, correctly uniformed and are polite,
courteous and helpful to guests and colleagues at all times, in accordance with
company standards.

Ensure that the company and legal standards for cleanliness are maintained within
the department.

MORE TEXT ON FULL RESOURCE

To identify, provide and evaluate
Departmental learning and development

To carry out the departmental welcome induction to the set company standard.

To complete 4 and 12 week job chats with all new employees. Evaluate
performance and action outcomes.

Conduct regular 1:1 meetings with members of the team as part of the company
performance management process.

Complete Annual Performance reviews and set business goals and development
plans to improve performance.

Devise, agree and action training plans for the department, with the Line Manager
and HR Manager.

To utilise and incorporate all internal learning and development tools i.e.
Wor kbooks, Fact Files, NVQ' s, Mi s s
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Monitor and control departmental costs and
controls.

Prepare, check and monitor the departmental forecasts and rotas to ensure that
staffing levels are in accordance with the agreed budget are controlled and
monitored and meet the service and business needs.

To liase closely with Reception with regard to daily room status and ensure the
correct and most efficient allocation of rooms takes place.

To undertake purchasing for the department within the company guidelines and
undertake a monthly stocktake, and action any discrepancies immediately

To control costs through correct stock ordering, minimising of wastage, and
forecasting and managing workload.
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To support and action departmental HR and
employee relations issues

All issues are dealt with in a fair, reasonable and professional manner abiding by
Company and Legal standards.
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Monitor and comply with all Company and
Legal statutory requirements.

MORE TEXT ON FULL RESOURCE Understand the importance of adhering to
company policy with reference to Hazard spotting, first aid reporting, and
reporting accidents.

To have a complete understanding of hotel and Company procedure in the event of
a fire.

To ensure that recruitment is in line with
agreed manpower / productivity levels.
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Behavioural Competency Framework for a Head Housekeeper

Adaptability e Flexible and adapts quickly and positively to new situations keeping emphasis on a
balanced approach
. Thinks ahead and develops contingencies

Communication . Communicates clearly and openly both verbally and in writing

. Pitches information at the appropriate level

. Manages conflict effectively.

. Participates in meetings and communicates information appropriately.

Creativity . Looks for fresh ideas and encourages creative thinking in the team
. Turns good ideas into realistic solutions, recognises and utilises ideas
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The above is designed to help you in the understanding of your role and is not intended to be a definitive list of your duties, as flexibility
in meeting Company and g u e setdsis required by all employees.

| confirm that | have read and agree this Job Description, explaining the main duties of my job.

Signed: (Job Holder)
Print Name: (Date):
Signed: (Line Manager)
Print Name: (Date):
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