                                    JOB DESCRIPTION 
JOB TITLE:                        Room Attendant
REPORTING TO:                Executive Housekeeper





Housekeeper on duty

Duty manager
GENERAL DESCRIPTION OF DUTIES:
 To ensure bedrooms and apartment are cleaned and serviced according to the specified hotels standards. To ensure that guests’ property is secure at all times whilst servicing the rooms. All duties should be carried out in accordance with the specified hotels standard and legal requirements ensuring guest satisfaction.
MAIN DUTIES AND STANDARDS OF PERFORMANCE

· To collect the cleaning and stationary buckets from the Housekeeping office, on arrival. Where applicable, to collect soap, beverage packs & biscuits.

· Once you have been allocated a floor, collect the list of rooms/apartments and section key.
· To respect the “Do not disturb” sign at all times

· To service and clean all departure rooms/apartments first to the required standards.

· To clean all other rooms/apartments/flats (occupied/departure) to hotel standard.

· To place all dirty linen and towels directly into the linen trolley or linen chute. To check that all clean linen and towels are without stains and holes before use.

· To check that all beds are in good condition, the under blanket and mattress are free from stains and not torn, have no holes and bed is not broken before making. Any faults are found, must be reported to the Manager.
· To clean and polish all surfaces in the bedroom, sitting room and bathroom and ensure they are dust free.

· To check and replace all stationary in departure rooms in accordance with the company standard.

· To vacuum clean all carpets of the bedroom, ensuring the whole carpet is clean, including under all furniture and in all corners. Where there is no carpet, clean up to the wooden floors or tiles.

· To check that all appliances in each room/apartment are in working order and report all items not working to the Manager.

· To wash if required the bathroom floor, to ensure the floor is clean.

· Where in place, to dust and polish wooden door threads, to ensure they are dust free.
· To replenish all bathroom accessories in accordance with the company standards.

· To turn off all lights once the rooms has been completed.

· To Hoover and dust skirting boards on allocated section of the corridor.
· Present a friendly and efficient impression of the company at all times.
· To keep VIP list up to date and pass any special requests by guests to the appropriate manager and reception.

· To handover any unserviced suites and any special requests for the following day to the Manager and Reception. 

· Maintain a good working relationship with your colleagues, creating a team that works well together and with other departments.

· To attend any meetings and training sessions as required by management.

· To report all emergencies and complaints to the appropriate Manager
· To be aware of guests need for services and to use available knowledge and resources to meet these requirements.

· To carry out any other reasonable tasks as requested. You may be required to work in other departments depending on business levels.
SECURITY RESPONSIBILITIES

· To keep the door open or closed (according to company policy) when the room is being serviced.
· In an open door policy, to ensure at all times that the only door left open is that of the room being serviced.

· To close all bedroom doors and windows securely, make sure doors are safely locked behind you before walking away, so you don’t attract thieves.

· Maintain vigilance regarding possible fraud, theft and potential security risks.

· Lost property to be treated in accordance with the company policy or handover to the Management.

· To return all section keys to the Manager at the end of the day.

· To be fully conversant with the company fire procedures and health & safety policy.
