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Title: Executive Housekeeper
HRAL ITBUE R
Department: Housekeeping and Laundry
| B R AGEA 5
Hierarchy: Reporting to EAM i.c. of Rooms
TEAR R [ 736 %% by BOAT BURIL RV i
Direct Subordinates: Assistant Housekeeper
Hg % ITBEIE K
Laundry Manager
YA s 22
Indirect Subordinates: Floor Supervisors & Staff, Linen Supervisors & Staff, Public
Area Cleaners, Tailor, Florist, Office Coordinator, Laundry
Staff
FEIE TR MR TE LG T, AR FE LR T, AL X
R, BEEACTL, PAEMR, VA 5 1 LT
Category: L3
2 3%
Scope/HA i Tu.

Manages the areas of Housekeeping Department (rooms, offices, public areas, corridors and
stairwells, banquet function areas and food & beverage outlets) and Laundry departments, in
order to ensure customer satisfaction and smooth operation.

EHEZE (Kb, Bas, AKX, B, R, o XKLL RETETTD K
Vel b, BIR IR 2000 S RS IR R B E

Monitors departmental control systems to ensure that costs are controlled and the product
quality standards are maintained.

B ER T RS, BAORAEHIES T TROAS,  4E47 7 bl i vt

Manages the human resources within the department, ensuring that the work climate is in
compliance with the company policies and procedures and maintaining and developing the
skills and knowledge of the related staff.

EHIRITAN B, BRORER T TAEM S AT SIS BURRE R, 4R 3R i o0 A TR AL
S AN GSINIAP

Responsibilities and Obligations / 3i4E & X %%

Ensures that the responsibilities of the different sections of the Housekeeping & Laundry
Departments are implemented accordingly.

IR SR EB A A D % 70 B T 1B AT AR L A IR 57

Monitors the Housekeeping & Laundry department's quality service and ensures conformity to
the company operating standards, procedures and local regulations in order to achieve
customer satisfaction and to preserve the Bavaria International Hotels quality standards.

B AR LA S B A s B IR S5, BRI SS 1T &EE B hn i, TR LA ik,
PASRA 2 P R B, ORse BRI ] B s Joit B

Ensures that all staff in each section is effectively trained as per the company policies and
procedures in order to meet and exceed the customer's expectation of services.

1
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.250

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1

Job Description

PAGE 20F6

?ﬁ%%%H%ﬁﬁlﬁﬁ@%ﬂ%ﬁ?%&ﬁ%%%%,u%&%%ﬁgkﬁw%
e

Handles effectively all guest complaints concerning the Housekeeping & Laundry
departments, taking corrective action to prevent recurrence and convert the guest into a
repeated customer.

A B 5% 3 VAR AR R N R,  SREA 48 it 8 G 24 Dl B R A2
R N A g a2

Co-ordinates proper actions with other departments, informs the Executive Assistant Manager
i.c. of rooms and reviews all log books related to the departments daily and take corrective
actions when necessary.

HRIITUME, FErFE S RATERLE R, B H R SHITHRAE i, ©
BN KA IR T i o

Maintains a close coordination with guest contact departments in order to reach the highest
level of operational performance.

5 EEREAE NI RIFHIPMAR R, P SRS

Conducts daily briefings within the departments where daily operational information is
provided to the staff.

HLHAITTH RS, MR TR KRB ER .

Conducts a monthly departmental meeting where the staff could express them selves and give
new ideas for the operation.

ML HERR I T R RIS, I TEEg N A,

Conducts evaluations and appraisal skills meetings every six months to reevaluate the staff
and make development plans for them.

BN HHAR IR A TR 2, W A TRHAT P I 9 e AN N TR

Meets regularly with the Engineering and Laundry departments to ensure smooth flow of
supplies and repair work.

5 TR R A b 2 e i, W ORP) Bt fi . DA S 448 TAR IR 347

Keeps open lines of communications with sister and competitive hotels in the area.

55 YA E DA K 24 3 1) 56 0 TR FRIR R

Ensures that all tasks of the different sections of the Housekeeping & Laundry departments
are implemented by the staff as per the policies and procedures of the hotel.

B DR B3 AR 58 B 28 A B A s %% 23 BB T AR, S8 S7 05 BURRE P .

Maintains a monthly overview of vacation and public holiday balance of all his staff and
delivers a monthly consolidated summary to the Personnel Manager.

B H 0 T RESH LA SO e i AR IS Lt AT ge it IF i NS B AL K.
Maintains careful control over costs in the Housekeeping & Laundry departments such as
overtime, room supplies, amenities, detergents etc...

PEE AR REAR D KB IE BUA, B, =AY, M, PeimeE.

Assists the management in the preparation of the annual budget, forecasts, replacements and
investments planning and capital projects.

i ERAE RN AUHER TR, T, B SR BRI R AT .

Ensures that operational equipment, computers, other administrative and operating supplies,
assets are maintained in excellent condition.

WiRpTAZE B, THEN, HETBEEHEEY S, 57T RIFEPIRE.
Ensures the Housekeeping & Laundry areas are maintained in excellent condition and
cleanliness.

IR 25 3 B8 A AR D IX A AR 1F R AT BRIR S TR

Makes Periodic inspections of all areas to check on Housekeeping standards, and issue
necessary orders to correct shortcomings.
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WRAE 2 5 bnite, XA XAt AT € Wke 2, 4R DB TS s A 2 .

Monitors maintenance requests procedures and regularly inspects the front and the back of the
house and different part of the hotel such as rooms, public areas, corridors, staircases and
other, to ensure proper maintenance and cleanliness.

B4 RIS, EUETE L X, PURE e X, mEp, AKX
B, GERR, MEESEHATRE, DIEOR S XA BN 4R, IR ORI RS
Knows the company marketing programs and ensures that all related staff is fluent in the use
of these programs.

TR S T8 E 7 5, BRIRAH R A T 3kEris iz 07 %

Knows the operational use and available facilities of the PMS. Works closely with Accounts
Department in order to keep expenses within monthly forecasts.

TR E B R GHE B DR LI E T it . 5V SR ORIE R B A LAE G R, B
B ORI ) 2l 20 8 5 TR0 Bl A

Work closely with the Purchasing Agent to ensure regular purchase and flow of supplies and
to keep a close supervision on Housekeeping storeroom inventories.

BRI EE R AR, DARER H W BRI LB e, 5 V) B 5O G
RO

Ensures that the department is effectively staffed and motivated to consistently deliver high
levels of guest service.

BIIREST I N A G E, AU 52 AR 23R A v ot ot A0 25 iRk 55

Applies the standards of appearance and hygiene on all staff.

PTG 53 A BB ST P AR S BAE R

Selects new Housekeeping and Laundry employees who meet position specifications in
accordance with the company policies and procedures.

AR )5 BRI 0e 15 I AL SR B 8 58 B A s 3 B

Ensures Housekeeping & Laundry policies and procedures manuals, service standards, tasks
lists and job descriptions are complete and kept up-to-date at all time.

IR 58 OB 88 RO Br BURRE P T, RS hnde, AR5 iG B DL R i Ar ik, JF B
IS0 FC R AT S

Ensures all staff is thoroughly familiar with the Hotel’s emergency procedures.

BRI 51 LI RGBSR

Knows and applies all BHI corporate and local Operational Standards as well as local
authorities requests and ensure they are implemented.

TR AL B B [ A0 s E AR, )RR,

Assists all subordinates in the accomplishment of their job description.

T R TEAT H AL 5T .

Sets up and maintains ongoing training programs in the departments in conjunction with the
Personnel & Training Manager.

HNFEIIRNEH L, @IFgERIMBITER IR

Establishes standards of cleanliness for areas under his / her control.

ST AL PR Y B A XA s T AR A

Balances staff working schedules to meet peak and slack periods while remaining within
union and labor law requirements.

Y Lo 57 sE e, P 51 THER DL A2 el S AR A R B AR K

Ensures guestrooms and Food & Beverage linen inventories are maintained up to BHI
standards and quantities are sufficient for the operation.

TR 5 SRR B A A 6 DA AR i, AR R 2 s 8 FoK.

Prepares Annual Linen budget basing the calculation on quantity in inventory and linen losses.
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MR A7 AR AT A, % o AT B T

Supervises and arranges the taking of physical inventories at the frequency determined by
Management.

A R B Z BRI, B IO R R A

Orders the replacement of guestroom and cleaning supplies when necessary ensuring enough
quantities at all times.

DB AT Wy 25 o3 B 40t AR T o, DA R A2 08 1R A7

Prepares annual Housekeeping (FF&E) and Operating Equipment budget in consultation with
Management.
g%%&%%ﬁ%ﬁ%ﬁ,@%ﬁ%%iﬁ(Eﬁﬁﬁﬁﬁﬁ%ﬁ&)&ﬁgﬁ%ﬁ
Prepares annual Uniform budget.

A 25 7 1) R LA

Maintains Linen Room and repair services.

AN B LR AT AR ARG -

Makes recommendations to Management for modernization of equipment, methods or
supplies.

) L PN DA s AL L%, ik ARt

Meets with salesman or outside consultants in order to keep informed of developments.

58 B AR 22 1T, PASRAS BT B A R Bl 7]

Works with Engineering Management and Interior Decorators on rehabilitation, or
redecorating plans. Maintains the internal renovation records, i.e. Room Décor Reference File,
Room Décor information Sheets, and Room History Records.

HIMEEMH A EALE A R FRRE B E R ER TR EHsNBEiik, mEnE
Wiz 3k, SNIMEER, &hPkidsx.

Ensures night cleaning operations, offices and public areas within the administrations.

A FPE BT UL A SE XS AT 459 A

Security, Safety and Health/{£[&, &4 REE

Maintains high confidentiality in regards to guest privacy.
RKTBENERL, REF L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WA NBA AR AT BRAT 0y, S [l S e PR R 22 AR T ek

Notifies housekeeper regarding lost and found objects.
BRUEATIE R S, S 5 525 55 i

Ensures that all potential and real hazards are reported appropriately immediately.

T S Pt 4 o A AT Vs A B SE R s

Fully understands the hotel’s fire, emergency, and bomb procedures.

FAHE KR, B BUE L SR E B O «

Follows emergency procedures to provide for the security and safety of guests and employees.
BSF TR RSO, PLRIER AN K T2 4.

Works in a safe manner that does not harm or injure self or others.

PASCR 224 i 7 R0, a5t o B 5 Jept N .

Anticipates possible and probable hazards and conditions and notifies the Manager.

UL AT B SR B G O, I L i R E BN A .
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e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.

RIEFRAEDNANRE, B, OFEMCR, BB SIRERATN.

Competencies/gé /7 ER::
e Good command of English and Chinese
RAFH I SE SR
e Five years experience in 5* hotels
2 /DB B RP fE TAEL S .
e Good knowledge of Microsoft Excel, Word, Outlook, Fidelio or other PMS.
AL EJE MicrosoftIa A4,  nExcel, Word, Outlook, LA & Fideliomsl H & 1 i & B R 4t

Executive Duties/4TBUER 5 :
e To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's
Duty Manager's Roster.

RS E A A AR, RIEEPEZ PR AE SR 5%

Interrelations /A HELA:

Liaises with all departments to ensure smooth operation and develops effective relationships with guests,
business partners, local community, local authorities and intermediaries in order to create optimal
business opportunities and community relations for the hotel.

SHErAITRR, WRIEENIEYIZE, S5%, ke, ZtX, 2R/ ESRES
AR AR, SIS A& RIS AL X R &

Work Conditions/ T/Ef4:
Regular hours with extra times occasionally.

IEH ARS8, (R PEAT B

Date
H 35

Reviewed By
HIZA

Approved By
CE N

I understand and agree to the above Job Description and that as a policy of XYZ

Hotels & Resorts, it is the responsibility of all Employees, to be both willing to teach, in order
to help colleagues reach their full potential and willing and accepting to learn, in order to progress and

improve personal abilities, resulting in maximum guest satisfaction.

5
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.250

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 60F6
AN O T AEIHATT A BRI ER BT, IR i 67 BR 5T KEAE iz /R B I Pl ¥ )5 TR

SR o R THER SR T IR SR A S LR BT B3 BT R R 3R (AT B &
REGTERE; SR T IS I RIEIFRTE N BB P IR 2% H AR BRI 2 N

Employee Signature Date
TS H 3
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