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Job Description: Executive Housekeeper 

 
Immediate Supervisor: General Manager 

SUMMARY: Oversee and ensures cleanliness of the hotel in accordance with 
Department of Health, Hotel an Anderson Hospitality Group, LLC standards.  To ensure 
all safety procedures are adhered to, and follow all appropriate policies and procedures. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may 
be assigned by a manager or supervisor as needed 

• Schedule housekeeping staff in accordance with occupancy forecasts. 
• Post housekeeping department schedule no later than every Monday.  

• Responsible for hiring, training, and supervising all housekeeping and laundry 
staff in coordination with General Manager. 

• Responsible for the cleanliness of guest rooms and public areas, and for 
reporting to the maintenance department any deficiency in any room or public 
area, and all out of order equipment. 

• Ensure that all guest rooms and public areas are inspected after they have been 
cleaned daily. Cleanliness must adhere to brand standards. 

• Reports all incidents or strange occurrences that could be an indication of 
misconduct or illegal activity.  

• Ensures that all key cards are returned to the secure designated area or front 
desk. 

• Takes monthly inventories of all linen. Linen inventory is to be submitted by the 
30th of each month. 

• Orders required linen and supplies submitted by the 30th of each month and 
approved by the general manager.  

• Controls uniform inventory and ordering for housekeeping department. 

• Reward, discipline, and evaluate staff in a timely manner. Conduct performance 
evaluations. 

• Knowledge of OSHA procedures and training. 

• Must be CPR certified, MSDS trained, and complete brand specific training 
program. 

• Must perform any other required duties as requested by the General Manager to 
aid in better operation of the hotel, restaurant, lounge, and service to the guests. 

 
QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual 
must be able to perform each essential duty satisfactorily. The requirements listed below 
are representative of the knowledge, skill, and/or ability required. Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

• Must have a flexible schedule and ability to work days, evenings or nights any 
day of the week, including weekends and holidays.  

• Must have exceptional customer service skills 

• Demonstrated ability to perform multiple tasks in a busy environment and remain 
flexible 

• Ability to work well in a team environment 

EDUCATION and/or EXPERIENCE: High school education; or up to two years related 
experience or training; or equivalent combination of education and experience. 

PHYSICAL DEMANDS: The physical demands described here are representative of 
those that must be met by an associate to successfully perform the essential functions of 
this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

While performing the duties of this job, the associate is regularly required to stand; use 
hands to finger, handle, or feel objects, tools, or controls; and reach with hands and 
arms. The associate frequently is required to walk, climb or balance.  

The associate must regularly lift and/or move up to 10 pounds, frequently lift and/or 
move up to 25 pounds, and occasionally lift and/or move up to 50 pounds.  

WORK ENVIRONMENT: The work environment characteristics described here are 
representative of those an associate encounters while performing the essential functions 
of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

 
I HAVE READ AND UNDERSTAND THE POSITION DISCRIPTION INFORMATION 
AND HEREBY STATE THAT I CAN PREFORM THE ESSENTIAL FUNCTIONS OF THE 
JOB WITH OR WITHOUR RESONABLE ACCOMMODATION. 
 
 
 
______________________________________________________________________ 
Print name                                          Signature                                                 Date 
 
 


