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Hotels & Resorts - Room Attendant
Company Name: [INSERT COMPANY NAME HERE]
Department: Housekeeping
Reports to: Housekeeping Supervisor
Location: [INSERT LOCATION HERE]
1. Position Summary
Room Attendants clean and reset guest rooms so they're ready for the next guest. You'll clean checkout and stayover rooms to the hotel's checklist, restock linens and amenities, update room status, and report anything broken, unsafe or left behind. Some attendants also work evening turndown service.
2. Essential Duties and Responsibilities
1. Clean checkout rooms top to bottom: strip and make beds, clean the bathroom, dust, vacuum and restock.
1. Service stayover rooms based on the guest's choice and your policy, and respect Do Not Disturb signs.
1. Update room status as soon as each room is done, using [your housekeeping app or the room phone code].
1. Report broken items, leaks, stains and signs of pests to your supervisor so the room can be fixed before it's sold.
1. Turn in everything guests leave behind to lost and found, with the room number and date.
1. Keep your master key on you, and never open a room for anyone; send guests to the front desk.
1. Use chemicals as labeled, and handle needles, blood or broken glass with the hotel's safety procedure.
3. Key Tasks / Daily Activities
1. Pick up your room assignment and master key at the morning lineup and sign the key log.
1. Clean your section, starting with rooms marked priority for early arrivals.
1. Check under beds, in drawers and in the safe for items left behind.
1. Restock your cart from the linen room and send soiled linen down with the houseperson.
1. Return your key and report any unfinished rooms to your supervisor before you leave.
4. Key Performance Indicators (KPIs)
1. Rooms passing inspection the first time: [your target].
1. Rooms cleaned per shift: [your target].
1. Guest cleanliness score for your rooms: [your target].
1. Priority rooms finished by the requested time: [your target].
5. Required Qualifications and Skills
1. Willing to learn the hotel's cleaning checklist and follow it in every room.
1. Notices details, such as hair in a tub or a stain on a pillowcase.
1. Follows safety rules for chemicals, sharps and room entry every time.
1. Trustworthy around guests' belongings.
6. Preferred Experience
1. Housekeeping experience at a hotel, resort, hospital or cleaning company.
1. Experience with turndown service or suites.
1. Has updated room status in a housekeeping app or with room phone codes.
7. Physical Requirements
1. Clean [12 to 16] rooms a shift, which means bending, kneeling, reaching and pushing a cart most of the day.
1. Lift mattress corners to tuck sheets, and lift linen bags and supplies up to [30] pounds.
1. Work on your feet for the full shift.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Day shift, usually [8 a.m. to 4:30 p.m.], including weekends and holidays.
1. Works with cleaning chemicals; gloves and other protective gear provided.
1. Evening turndown shifts: [hours, if your hotel offers turndown].
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 room attendant 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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