[image: ]
Housekeeping - Chief Operating Officer
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Chief Executive Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
The Chief Operating Officer (COO) – Housekeeping is a strategic leader responsible for overseeing daily housekeeping operations, refining operational processes, and ensuring exceptional client satisfaction to drive the company’s growth and maintain high service standards.
2. Essential Duties and Responsibilities
1. Strategically manage and oversee all housekeeping operations to ensure efficient service delivery.
1. Develop, refine, and implement operational processes that enhance quality and efficiency.
1. Collaborate with cross-functional teams to address customer needs and optimize service performance.
1. Monitor operational performance and enforce accountability across all departments.
1. Drive continuous improvement initiatives to sustain excellence in customer satisfaction.
3. Key Tasks / Daily Activities
1. Oversee and manage daily housekeeping operational workflows and employee performance.
1. Conduct routine performance reviews and provide constructive feedback to team leads.
1. Address and resolve customer concerns promptly to maintain outstanding service quality.
1. Analyze performance data and adjust operational strategies to maximize efficiency.
1. Coordinate regular cross-departmental meetings to align on goals and operational strategies.
4. Key Performance Indicators (KPIs)
1. Client Satisfaction Rating: Greater than 4.8 stars.
1. Process Efficiency Improvement: Achieve a minimum of 10% increase per quarter.
1. Operational Cost Reduction: Realize a decrease of at least 5% in expenditures per quarter.
1. Issue Resolution Time: Ensure resolution of operational issues within 24 hours.
5. Required Qualifications and Skills
1. Bachelor’s degree in Business Administration, Hospitality Management, or a related field.
1. Minimum of 10 years’ experience in operational leadership, preferably in home services.
1. Strong analytical, communication, and problem-solving skills.
1. Proficiency with process improvement and operational management software.
1. Demonstrated ability to lead cross-functional teams and manage change effectively.
6. Preferred Experience
1. Experience in managing housekeeping operations within residential or commercial settings.
1. Proven track record in large-scale service delivery and process optimization.
1. Familiarity with high-demand, customer-centric operational environments.
1. Knowledge of industry-specific regulatory and compliance standards.
7. Physical Requirements
1. Ability to navigate office and operational facilities with minimal physical strain.
1. Occasional travel to service sites and client locations.
1. Capable of moderate physical activity during site visits and operational oversight.
1. Must maintain prolonged focus during performance reviews and operational analysis.
8. Work Environment and Schedule
1. Full-time position with standard business hours.
1. Occasional travel to operational sites and client locations is required.
1. On-call duties may be expected during peak operational periods.
1. Fast-paced, dynamic work environment emphasizing operational excellence.
9. Compensation and Benefits
1. Annual salary range of $120,000 - $150,000 USD.
1. Performance-based bonus opportunities available.
1. Comprehensive Health, Dental, and Vision insurance plans.
1. 401k with company match and additional fringe benefits.
1. Paid time off and opportunities for continuing professional development.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we cultivate an inclusive and innovative work environment where every team member is valued. We are driven by excellence, continuous improvement, and a passion for delivering outstanding client experiences in the home services industry. Our culture encourages professional growth, collaborative teamwork, and a clear vision for success that inspires both personal and organizational advancement.
11. How to Apply
If you meet the above criteria and want to be part of a growth-oriented company focused on customer satisfaction, please send your resume to [INSERT EMAIL HERE] or apply online at [INSERT WEBSITE LINK HERE].
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