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JOB DESCRIPTION

JOB TITLE:


Floor/House/General Porter

REPORTING TO:

Executive Housekeeper





Housekeeper on duty






Duty Manager

GENERAL DESCRIPTION OF DUTIES
To ensure the cleanliness of ALL Public Areas, to carry out any request to move furniture, bedding etc. to provide and remove linen as required. All duties should be carried out in accordance with the specified apartment/hotels standards and legal requirements ensuring guest satisfaction.

MAIN DUTIES AND STANDARDS OF PERFORMANCE

· To deliver allocated linen to the floors between the allocated times throughout the day.
· To clean and polish all fixtures & fittings, pictures, skirting boards, window seals and wood work in the corridor and public area.
· Hoover the floor, empty and clean any ashtrays and bins in the corridor and around the building.
· To remove dirty linen from floors and provide extra linen to the floors on request throughout the day.

· To remove breakfast trays, trolleys, glasses and bottles from all corridors. Special attention should be paid to this in the afternoon.
· To wash and service all lift areas.
· To clean all fire doors. This is to be done on a daily basis.
· To clean corridors and clear off rubbish until the end of the shift.
· To remove furniture, bedding etc. when required.
· To clean skirting boards, fire exits etc.in corridors, this should be done daily.
· To mop all tiled areas as often necessary. I.e. corridors, staircases, reception, etc.
· To carry out room service and concierge duties when required.
· To check, count and pack onto shelves all linen stock deliveries daily. 
· To make a report by the end of the day/shift of any over and shortages to the appropriate Manager on duty.
· To sort out and count soiled and dirty towels coming down from the floor. To tie them in bundles and pack into skips with the quantity entered on each soiled linen label provided.
· Clean outside areas of the building, getting rid of messy sights and unwanted items. Sweep and jet wash surrounding areas and make sure it is free of leaves, dirt and debris as authorized.

· To clean the main linen room area and tidy the shelves as required.
· To clean the soiled linen room regularly in order to maintain a clean and hygienic condition at all times.
· To carry out fire and security checks and report verbally and in writing to the appropriate department/person.
· Maintain vigilance regarding possible fraud, theft and potential security risks.
· Present a friendly and efficient impression of the hotel at all times.
· Maintain a good working relationship with your colleagues, creating a team that works together with other departments.
· To attend any meetings and training sessions as required by management.
· To report all emergencies and complaints to the appropriate Head of Department.
· To be aware of guests needs for services and to use available knowledge and resources to meet these.
· To carry out any other reasonable task, as requested. You may be required to work in other departments on business levels.
· To be fully conversant with the hotel and company fire procedures and health & safety policy.  

