Carfax Hotel
Combined Job Description, Terms & Conditions, and Person Specification

Job Title
Housekeeping Supervisor with some duty manager responsibilities
Last  Updated           7.04.2011



Job Description
Overall Purpose:
To ensure high standards of housekeeping are established and maintained throughout the building at all times within a defined ratio of staff to areas to be serviced. 
To ensure compliance with all current health and safety requirements.

Responsible to:
Duty Manager /Manager
Duties and Responsibilities:

1. Plan, organised and keep records of the daily, weekly, monthly and annual cleaning of guest rooms, nursery, play club, offices and all public areas including the lounge areas, conference room and offices.

2. Liaise with the duty manager and assistant housekeepers to plan the daily work schedule for the servicing of bedrooms and public rooms.

3. Plan the daily routines for housekeeping staff and allocated work according to the agreed time scale allowed per area.
4. Liaise with other departments to ensure guests’ needs are being met and staffing ratios are adequate depending on occupancy levels.
5. Ensure Linen Hire procedures are being followed correctly and account for all linen items.
6. Check to ensure that rooms and all guest areas are cleaned to the required standard daily
7. Ensure all current legislation is being applied monitored and recorded for Legionella checks, PAT tests and other preventative health and safety procedures.
8. Service rooms as part of the ratio of staff to rooms less time allocated to supervisory duties
9. Ensure all equipment used is left clean and in good working order.
10. Ensure preparation of trolleys and floor laundry rooms are left clean and tidy and ready for the next day.

11. Training and induct all new members of the housekeeping staff

12. Maintain the supervisory programme for individual staff assigned as supervisees

13. Undertake training as deemed necessary.

14. Undertake other duties as required for the effective running of the hotel

 Housekeeping Supervisor
TERMS AND CONDITIONS OF EMPLOYMENT

The Salary for the post Housekeeper supervisor £15,140.There is an annual cost of living review. 
Hours and Holidays

The hours average 37.5 hour per week over a four weekly rota.  

Daily hours 

The day starts at 8.30am and finishes at 5 p.m. There is a maximum of one hour unpaid break included in the above.

The Initial Holiday Entitlement is for 5 weeks per annum and time off in lieu or a day’s pay for Bank holidays worked. Additional days are awarded for long service up to 6 weeks per annum.

Probationary Period: 

It is the policy of the Salvation Army to offer the successful candidate a trial period of 3 months’ employment. Upon successful completion of the trial period, confirmation of employment will be given. 

Health and Safety

All employees are required to comply with the Salvation Army’s Health and Safety procedures and in particular be trained in Hygiene for food handlers.

The Salvation Army operates a No Smoking Policy in all of its premises.

Equal Opportunities 

An Equal Opportunities Policy is in operation for the benefit of all employees and applicants. The Salvation Army is committed to the development of policies to promote equal opportunities in employment. It aims to ensure those employees or any individuals with whom it deals should receive no less favourable treatment on the grounds of race, sex or disability. 

Pension 

We offer the opportunity to join The Salvation Army Employees’ Pension Fund. This is a contributory pension scheme and any member can also make additional voluntary contributions up to the maximum amount allowed by the Inland Revenue.   Membership is open after the first three months’ employment and confirmation of appointment within certain age limits.

Parking Facilities/Transport

It is regretted that there is no parking on the premises for members of staff. There is zone parking for residents only around the premises so that free parking in the area is limited to streets on the outer regions of the area. There are nearby car parks where season tickets may be purchases but this is the responsibility of the member of staff. 

An interest free loan is available to purchase a season ticket.

Person Specification

Housekeeper Supervisor

	Factor


	Essential
	Desirable

	Physical Make-up


	· Smartly dressed in an appropriate manner


	· None

	Education and Training


	· Satisfactory General Education with good standard of written and oral English


	· Evidence of other appropriate training, or skills development

· Level 2/3 NVQ in an area of the hospitality or tourist industry

· Evidence of appropriate level of computer skills



	Experience


	· Experience of working in the hospitality or similar industry 
	· Experience of working in a hotel housekeeping department.



	Special Aptitude/Skills


	· Ability to organise staff routines in the housekeeping department effectively

· Ability to train and motivate others

· Ability to respond efficiently to several demanding situations

· Ability to establish and maintain a high standard of cleanliness and room presentation
	· None



	Disposition


	· Able to cope with a  variety of tasks and situations in an efficient, friendly and business like manner
	

	Motivation


	· Beliefs that you can help create a happy and caring environment in which guests and colleagues feel welcome and valued.
	


