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Housekeeping Supervisor

Position Description
Position Title: Housekeeping Supervisor 

Reports To: 
Executive Housekeeper

Position Summary: Directs housekeeping program to ensure clean, orderly and attractive conditions of establishment by performing the following duties: 
Essential Functions: 
· Monitors standards and procedures of work of housekeeping staff.
· Plans work schedules to ensure adequate service.
· Inspects and evaluates physical condition of entire club.
· Submits to management recommendations for painting, repairs, and furnishings, relocation of equipment and reallocation of space.

· Periodically inventories supplies and equipment.
· Investigates new and improved cleaning and instruments and methods.
· Directly inspects the work of 8-20 employees in the Housekeeping and Laundry departments.
· Carries out supervisory responsibilities in accordance with the organizations policies.
· Is responsible for training, planning, appraising performance and addressing complaints and resolving problems. 

· Delegates work assignments, matches responsibility to person and provides further instruction or recognition as needed. 
· Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness. 

· Observes safety and security procedures and determines appropriate action beyond guidelines and reports potentially unsafe conditions. 
· Trains staff to use equipment and materials/chemicals properly.

· Develops and coordinates project plans and communicates changes and progress to superiors and staff.

· Assists the Executive Housekeeper in developing subordinates skills and encourages growth while supporting everyone’s efforts to succeed. 

· Performs all other duties as assigned by employer.
Qualifications and Skills:

Education: Certificate from college or technical school and or any combination of education and experience that provides the required knowledge skills and abilities. 
Experience: Must have a minimum of two years of supervisory experience in Housekeeping/Front Office at a comparable Club or Luxury hotel setting.

Additional Skills: Ability to calculate figures and apply the principles of basic algebra. Familiarity with order processing systems, inventory software, spreadsheet software and payroll systems is a plus. The physical demands of this position require a large amount of walking, standing, lifting, bending, and reaching. Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence, speak before associates in department meetings, members of the organization or before management team.

