Assistant Housekeeping Director
The position is responsible for supervising, managing and overseeing the Housekeeping department operations.

Scope of the Position:

· Position reports directly to the Director of Housekeeping.

· Minimum 3 years of supervisory experience.

· Position will be required to work a varied schedule that may include evenings, nights and weekends.

Technical Requirements:

· Solid understanding of housekeeping and laundry supplies and pars.

· Train employees the importance of and how to greet guests, and courteously solve guest problems.

· Seeking standards of cleanliness is consistently maintained.

· Assure all safety and security policies and procedures are followed.

· Work closely with other departments.

· Inspect rooms as needed.

· Experience purchasing of linens and supplies.

· Current on latest housekeeping and laundry technology.

· Experience dealing with vendors to ensure proper pricing and delivery.

· Work closely with staff members on training, supervising and mentoring.
· Ensure OSHA and ADA policies are adhered to.

· Ensure turndown service and special requests are rendered.
· Work closely with maintenance to ensure rooms are up to standards.

· Work closely with the laundry department.

Managerial Requirements:

· Clear, concise written and verbal communication skills.

· Ability to promote ideas to management, peers and employees.

· Experience making presentations in front of groups.

· Ability to clearly and concisely present technical subjects.

· Ability to multi-task, when necessary.
· Promote an atmosphere of teamwork.

· Ability to lead by example.

· Build morale and spirit.

· Participative management style.

· Hands on approach to management.

· Ability to inspire, be a mentor, train and develop people for promotion.

· Instill a can do attitude in employees.

· Experience training and cross-training employees.
· Coach employees on how to resolve and de-escalate conflicts.
· Have a calm, organized approach in all situations.

Business Skills:

· Excellent time management skills.

· Work with limited support.

· Strong organizational skills.

· Knowledge of computers.

· Strong customer service skills.

· Excellent cost control skills.

· Excellent detail in follow-up.

· Solid scheduling experience.

· Follow / enforce company policies.

· Resolve problems.

· Assume responsibility/accountability.

· Excellent sanitation and safety skills.

· Understand security requirements.

· Thorough understanding of HUMAN RESOURCES requirements and regulatory procedures.

· Creative problem solving skills.

· Create courteous, friendly, professional work environment.

· Juggle and balance needs of the company and owners.

Educational Requirements:

· High school degree or equivalent.

· Technical school or formal technical skills training.

· AA / AS two year degree.

