JOB DESCRIPTION

	POSITION
	Housekeeping Supervisor

	REPORTING TO
	Rooms Division Manager

	DEPARTMENT
	Housekeeping


The focus of this position is to meet with the specified standards, objectives and policies of  ( name area )
Key performance Areas

OPERATION

	Staffing
	Ensure your daily attendance book is completed.

	Internal Communication
	Ensure minutes of meetings are well displayed for all staff to see.
Establish an effective system of communication between housekeeping and all staff.

	Daily allocation of duties
	Each morning get the day planner from reception and coordinate the housekeepers to clean the right tents and have enough chemicals and linen for the day.

Ensure that there is enough clean linen, chemicals and guest amenities.

Assist with the stock takes

Help to clean the rooms if needed.

Do room checks and report to reception when rooms are ready.

Take any lost property found in the room to Reception or the Rooms Division Manager.
Do daily checks on tasks completed.

	Staff Dress Code
	To ensure that you are neat, clean and correctly dressed and equipped with the necessary items required for efficient work, thereby maintaining the highest standards and appearance and skills as required by company policy.

	Cleanliness
	To maintain an acceptable standard of cleanliness throughout areas of work.

	SOPs and House Rules
	Be familiar with all operational manuals ( SOP ) and house rules.

Strict adherence of SOPs and House Rules in your department.

	Maintenance
	Any broken or damaged items to be reported to Maintenance and written in the maintenance book.

Follow up on maintenance done before guests check in.

Replace any broken items eg: kettles, hair dryers and electric blankets and report breakages to Rooms Division Manager.
Report any delays to the General Manager

	Quality
	Absolute adherence to SOPs.

Any specific tasks received via the Quality Committee to be adhered to.


GUEST EXPERIENCE

	Enhancing the Guest Experience
	Daily interaction with guests.

Note special requests and offer assistance.

Report any request you cannot solve to the Duty Manager / Rooms Div Manager.


FINANCIAL

	Stock Take
	Assist with equipment stock take as required.

Monthly stock take done in accordance with SOP for equipment / stock.

	Store Room
	Ensure all chemicals / guests amenities are stored safely.

Do a monthly consumption sheet.


HUMAN RESOURCES

	Training
	Attend Training as scheduled.

Ensure training attendance sheet is completed for all training attended.

	Staff Meetings
	Attend weekly reception meeting.

	Grievances
	Help with Investigating of staff grievances. 


GENERAL
	Set an example for your staff and offer leadership.

	Use your own initiative, cope in an emergency, accept change and keep up to date with new technology.

	Ensure that any first aid or fire action is taken speedily as required.

	Ensure maximum security in all areas under control.

	To wear full uniform when on duty as specified on Uniform Standards Policy

	Be punctual

	To be available to work extra time

	To be familiar with rules and regulations and security procedures

	Attend management meetings as requested.

	To perform any other reasonable duties as prescribed by the management


