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Hotels & Resorts - Housekeeping Supervisor
Company Name: [INSERT COMPANY NAME HERE]
Department: Housekeeping
Reports to: Executive Housekeeper
Location: [INSERT LOCATION HERE]
1. Position Summary
The Housekeeping Supervisor runs a shift of Room Attendants and Housepersons and decides when a room is ready to sell. You'll assign sections, inspect cleaned rooms, release them to the front desk, follow up on Do Not Disturb rooms and status discrepancies, and coach attendants on standards during the shift.
2. Essential Duties and Responsibilities
1. Assign sections and checkouts to attendants each morning, balancing the workload and early arrivals.
1. Inspect cleaned rooms against the checklist and mark them inspected in [your property management system].
1. Send rooms back to attendants with clear notes when they fail inspection.
1. Follow your Do Not Disturb policy, including welfare checks with security or a manager when a room hasn't been entered.
1. Enter work orders for maintenance problems, and take rooms out of order when they can't be sold.
1. Train new attendants on cleaning steps, chemical use and key control.
1. Collect and log lost and found items turned in during the shift.
3. Key Tasks / Daily Activities
1. Run the morning lineup: sections, VIPs, early arrivals, special requests and a safety reminder.
1. Issue master keys at the start of the shift, collect them at the end and record both in the key log.
1. Push priority rooms through cleaning and inspection when guests are waiting.
1. Check housekeeping status against the front desk and resolve discrepancies, such as a room showing occupied that is empty.
1. Hand off unfinished rooms and open requests to the evening shift.
4. Key Performance Indicators (KPIs)
1. Rooms inspected and released by check-in time: [your target].
1. Room status discrepancies cleared by end of shift: [your target].
1. Guest cleanliness complaints: [your target].
1. Rooms re-cleaned after inspection: [your target].
1. Master keys returned and logged: [your target].
5. Required Qualifications and Skills
1. [2+] years as a hotel room attendant or houseperson, or [1+] year supervising housekeeping.
1. Inspects a room quickly and finds what was missed.
1. Gives direct feedback and shows attendants how to fix the problem.
1. Updates room status in a housekeeping app or [your property management system].
6. Preferred Experience
1. Experience at a full-service hotel or resort with suites and VIP standards.
1. Bilingual in English and [a language many of your attendants speak].
1. Training in bloodborne pathogens and chemical safety.
7. Physical Requirements
1. Walk guest floors for most of the shift, checking under beds, inside showers and on high shelves.
1. Push carts and lift linen bundles up to [30] pounds when helping finish rooms.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Day shift, [8 a.m. to 4:30 p.m.], with turndown or evening shifts as scheduled.
1. Works weekends and holidays, when checkouts are often heaviest.
1. Guest floors and back-of-house areas, around cleaning chemicals and carts.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new housekeeping supervisor gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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