Job Description
HOUSEKEEPING INSPECTOR

Department: ROOMS DIVISION FLSA Status: HOURLY NON-EXEMPT
Reports To: EXECUTIVE HOUSEKEEPER Effective Date: JANUARY 1, 2018

Job Title: HOUSEKEEPING INSPECTOR

SUMMARY
This position supervises cleaning personnel and inspects hotel guestrooms, bathrooms,
corridors, and lobbies. May also perform cleaning duties.

ESSENTIAL JOB FUNCTIONS
The position requires the ability to perform the following essential job functions, with or without
reasonable accommodation:
e Assigns work to cleaning personnel and trains personnel in housekeeping duties.
e Posts room occupancy records.
e Adjusts guests’ complaints regarding housekeeping service or equipment.
e Writes requisitions for room supplies and furniture renovation or replacements.
e Reports need for room redecoration to Executive Housekeeper.
e Examines carpets, drapes and furniture for stains, damage, or wear.
e Checks and counts linens and supplies. Records inspection results and notifies cleaning personnel
of inadequacies.
e Inspect guestrooms and indoor public spaces for cleanliness, proper inventory and item quality
and safety.
e Inspects rooms for damage.
e Inspects and reports linen and supply inventories.
e Observes status and maintains common areas, including floor closets, stairwells, halls, lobby areas
and elevators.
e Properly maintains the daily log, including accounting for completed tasks, tracking issued keys
and reviewing the communications log and file on a routine basis.
e Properly uses and maintains assigned equipment and supplies to departmental specifications,
including vacuums, chemicals and cleaning aides.
e Responds to guest concerns, complaints or suggestions appropriately, refers them to
management in support of providing superior guest service.
e Keeps immediate supervisor promptly and fully informed of all problems or matters of
significance.
e Performs all duties and responsibilities in a timely and efficient manner in accordance with
established company policies and procedures to achieve the overall objectives of this position.
e Atall times projects a favorable image of Northwest x Southern Hospitality to the public.
e Maintains safe working conditions within department and Hotel.
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HOURS AND ATTENDANCE
e Up to 40 hours per week with varied and flexible shifts/days, likely to include nights, weekends,
holidays and overtime.
e Regular and predictable attendance in conformance with the Hotel’s standards, as may be
established from time to time, is an essential job function. Team members with irregular
attendance will be subject to disciplinary action, up to and including termination of employment.

MARGINAL OR SUPPORTIVE FUNCTIONS

In addition to performance of the essential function, this position may be required to perform a
combination of the following supportive functions, with the percentage of time performing each
function to be solely determined by the supervisor based upon the requirements of the hotel.

e Greets guests and responds to special requests.

e May gather waste and/or contaminated materials for disposal. Assigned areas of the hotel may
include guestrooms, hallways, lobby, stairwells and offices.

e C(leans guestrooms to the level of standards set by the Hotel, including stripping of soiled items
and trash, bed making, cleaning bathrooms, vacuuming, dusting and replacing amenities and
supplies.

e Properly handles lost and found items in accordance with department policies and security
procedures.

e Attendant may be asked to answer phones.

e Performs other duties as assigned by management.

PHYSICAL AND MENTAL DEMANDS OF POSITION, INCLUDING ENVIRONMENT

The individual holding this position must be able to explain and demonstrate that he or she can
perform the essential functions of the job, with or without reasonable accommodation, using some
other combination of skills and abilities:

e Working knowledge of the use of laundry chemicals and different formulas, as well as effects on
various types of linen.

e Ability to prioritize and organize work.

e Ability to lift, bend, stoop, push or pull heavy loads, and stand for long periods of time.

e Requires lifting bundles of linen weighing up to 50 lbs.

e Ability to push and/or pull wheeled carts weighing up to 150 Ibs.

e Basic ability to comprehend English language sufficient to understand information such as safety
label and instructions.

e Must exhibit positive interpersonal skills with focused attention to guest needs and varied
business contacts.

e Maintain physical stamina and proper mental attitude while dealing effectively with guests,
management, team members, and outside contacts while working under pressure and meeting
deadlines.

e Perform all duties and responsibilities in a timely and efficient manner in accordance with
established company policies and procedures.

e OSHA laws require the use of Personal Protective Equipment (PPE) when performing work duties
that have the potential of risk to your health or safety.

e Normal routine involves no exposure to blood, body fluid or tissue, but exposure or potential for
exposure may occur.
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KNOWLEDGE AND CRITICAL SKILLS
The individual holding this position must possess the following knowledge, skills and abilities:
e 1+ year’s housekeeping experience preferred.
e Proof of authorization/eligibility to work in the United States.
e High School Diploma or equivalent.
e Basic mathematical skills and considerable skill in the use of a calculator to prepare moderately
complex mathematical calculations without error.
o Ability to listen effectively and to speak English clearly to communicate with customers and
team members and prepare written reports.
e Must have coordinating skills as pertains to determining time, place and sequence of operations
or action.
o Ability to analyze information and make effective judgments.
e Allteam members must maintain a neat, clean and well-groomed appearance (specific
standards available).

Upon employment, all team members are required to fully comply with the Hotel’s rules and
regulations for the safe and efficient operation of Hotel facilities. Team Members who violate Hotel
rules and regulations may be subject to disciplinary action, up to and including termination of
employment.

This job description is not intended to detail every aspect of your job or list every task
you may perform. Itis provided as a general overview of the responsibilities and skills
required to do this job successfully.

I have read and reviewed this job description with my immediate supervisor and
fully understand the terms set forth:

TEAM MEMBER SIGNATURE DATE
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