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Job Description Ba3¢ Executive Housekeeper

POSITION DESCRIPTION

Exscutive Housskeeper

Basic Functions: The axscutive housekeeper controls and directs the housekeeping depart-

" ment, planning and organizing operations to most effectively achisve and maintain tha astab-

lished standsrds of cleanliness in guest rooms and public and employee arees.

Primae raspansibility consists of controlling {abor, Iinen, and gusst supply costs, maintaining
high empioyes marals, and ordering and controlling cleaning supplies. Authority Is delegated to
the assistant housskseper and inspectress/inspector in the performancs of these tasks. House-
keeping objectives are to be accomplished through proper training of all personnel and affective
motivation of the housekesping department.

Principal Duties and Responsibilities:

1. Coordinate and overses al! daily housekesping functions.

2. Establish and maintain standards and procaduras for cleaning. !nitiate new procedures to
increass efficiency of Isbor and product use.

3. Forecast payroil expanse on a2 monthly basis.

4, Maintain adequate staff for house occupancy. Control labor cost relative to such occupancy.

8. Interview and hire new personnel. Maintain propsr attitude and atmosphere for dapartment.

8. Maintain proper training for all new housekeeping personnel.

7. Assure proper communicaticn within department by conducting reguiar meetings with all
personnsl.

8. Order supplies and materials for departmental operation. Maintain cost-control procedurses
for all materials.

8. Recommend and follow through remodeling, refumishing, and decorating guest rooms. See
to the repair of all “out of order” rooms as scon a3 possible.

Relationships; Reports to executive assistant manager, rooms division. Works clossly with
front office and sngineering departments.
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Housekeeping Operations, (New York : John Wiley &Sons Inc., 1992) pp.34-36
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NAME
POSITION NQ. TITLE ASSIGNED

Management Team

1 Executive housekeeper
2 Housckeeping manager
3 Laundry manager
Fixed Team
+ Linen room supervisor
3 Linen room attendant
6 Senior housekeeping aide (public area supervisor)
; Public area housekeeper 1 (male)
8 Public area housckeeper 2 (female)
9 Public area housckecper (relief)
Evening tcam
10 Nighr supervisor
il Night section housckeeper
12 Night housekeeping aide
15 Nighr (public area) housekeeper 1 (male)
14 Nighe (public area) housckeeper 2 (fernale)
15 Night (public area) housekeeper (relicf)
Regular Rooms Cleansng Teams:
Red Team
16 Senior housckeeper (supervisor) -
17 Secrion housekeeping aide -
13 Section housekeeper 1 -
19 Section housekeeper 2 -
20 Section housekeeper 3 -
21 Section housekeeper ¢ -
22 Section housekeeper 5 ' -
Yellow Team
23 Senior housekeeper (supervisor) -
24 Section houseckeeping aide, -
25 Secton housekeeper 6 - -
26 Section housekeeper 7 -
7 Section housckeeper 8 -
28 Section housckeeper 9 . -
29 Section housekeeper 10 -
Swing Team |
51 Senior housekeeper (swing supervisor) —_—
. 52 Secton housekeeping aide (5T-Al —_
53 Section housekeeper A-1 —
54 Section housckeeper A-2 —
55 Section housekeeper A-3 —_
56 Section housekeeper A-4 —
57 Sectdon housekeeper A-3 —
Swing Team 2 .
58 Senior housekeeper {swing supervisor) —_
59 . Secdon housekeeping aide {ST-B) —
60 Section housekeeper B-1 —
61 Section housckeeper B-2 —_
62 “Section housckeeper B-3 S—
63 Section housekeeper B-4 —_
64 Section housekeeper B-5 —
= - v A o a a
A131dIn 3 -1 Gl"lﬁ\'lll.ﬁﬂ\'lﬂ'ﬁul}ﬂwuﬂllﬂ:ﬁuﬁﬂﬂ')ﬁuTUNﬂ‘HaU'ﬂE]\?W%ﬂdqu‘lu
HO 305 LAWY a1

IR ALEERSIREEE LAY



NUMBER OF HOUSEKEEPER
PERCENT OF NUMLBER HOUSEKEEPERS  1HOUSEKEEPER  HOUSEKEEPER  HOURS/IR DAY

QCTCUPANCY OF ROOMS PER DAY HOUNS/DAY HOURS/WELK PERIOD
100 353 20 log 1120 +480)
Q9 350 20 Lot 1120 4480
98 346 20 160 1120 4480
97 343 20 160 1120 4480
96 339 19 152 1064 4256
95 136 19 152 1064 4256
04 332 19 152 1064 4256
93 329 19 1532 1064 4256
92 325 19 152 1064 4256
91 322 18 14+ 1008 4032
90 318 18 o 1008 4032
39 315 18 44 1008 4032
33 311 18 144 1008 4032
37 308 18 144 1008 4032
86 304 17 136 952 3808
85 300 17 136 952 3808
84 297 17 136 952 3808
83 293 17 136 952 3808
82 290 17 136 952 3808
31 286 16 128 896 3584
80 283 16 128 896 3584
79 279 16 128 896 3584
78 276 16 128 896 3584
77 272 16 128 896 3584
76 269 15 120 840 3360
75 265 15 120 840 3360
74 262 15 120 840 3360
73 258 15 120 840 3360
72 255 15. 120 840 3360
71 251 14 112 784 3136
70 248 14 112 784 3136
69 244 14 112 784 3136
68 241 14 112 784 3136
67 237 14 112 784 3136
66 234 13 104 728 2912
65 230 13 104 728 2912
64 227 13 104 728 2912
63 223 13 104 728 2912
62 220 13 104 728 2912
61 216 12 96 672 2688
60 212 12 96 672 2688
59 209 12 96 672 2688
58 205 12 96 672 2688
57 203 12 96 672 2688
56 199 12 96 672 2688
55 195 11 38 616 2464

H .~ ¥ o L sJ ] gt ]
A1TWA 3 -2 AIBHNATHURAITIRIUAENIIUA BN T IHULARZ TZAUBBITININ
A o o
wunftIwn (Occupancy rate) dmTulsusuwie 353 wad
W8: productivity standard YBINHNIWYIANMUEEEIAREINA AB
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4) m135§N13 UAENMIAIVAN (Directing and Controlling)

MI§INIT (Directing) A8 YinweMSUIMITAfauIITUTaw Feazih
inlflusnunisoldne 9 eswfs msdaduyan (Supervising) minszgugla
(Motivation) n1stlnausu (Training) uszmiynluaungszifioy (Disciplining)
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T WINEENS 4 atharmwanyiznauiunimus

AIAILAN (Controlling) A8 wﬁhﬁmwu’s’uﬁmaummﬁmnmtwun
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lwfuﬂawummimuquz ariimyiansvasmahnusidanasgiunsiuue:
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5) n1sdszidiuna (Evaluating)

matszdiues fa winfimstimsdedsadiui dawlwusaans
ﬁwmu'l@'fu'ﬁqi’mqﬂsszfﬁ'[‘mLLm‘leTGfam"l:i’ué";ﬁw wdasiialunisssiHunad
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2Matt A. Casado, Housekseping Management
(New York : John Wiley & Sons, Inc.), pp. 34 - 35
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uananil Q’ﬁ'ﬂn'mmunuaiﬁmﬁnLﬂuﬁ’aaﬂﬂuﬁagﬂlumnﬁu e
lamunsndsadiunanisianuueininau wazdszindninlunianuses
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Productivity Standard fIN&IaLa7  109WMIAT90 N IMUARETS  URZHAMT
Uszdiumsiungn 3 @an  sxgnibanlslumsinTond wihouudazaud
UszinEnmlunmaiawduatnals WowSoufinudy  Performance ez
Productivity Standard
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1. M39ANI31781 (Time management)
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* Matt A Casado, Housekeeping Management

(New York: John Wiley & Sons Inc., 1999), pp.34 -35
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2. msunlailgwiens 9 (Problem solving)
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3. n’nff@m‘liﬁ;mn’l?ﬁ?u (Total quality management)
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4. MIESNFFTVTUSTINRALDTTHILTIBINNISY19M  (Ethical
Values)
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5. N1SAARWIY (Decision-making)
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