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Housekeeping - Warehouse Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Chief Operating Officer or Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
This role is responsible for managing the inventory and maintenance of cleaning products and housekeeping equipment while ensuring efficient warehouse operations and supporting overall home services quality. The position contributes to streamlined housekeeping operations by overseeing product management, adhering to safety standards, and maintaining precise records.
2. Essential Duties and Responsibilities
1. Manage and maintain an accurate inventory of cleaning products and housekeeping equipment.
1. Oversee the receipt, storage, and distribution of cleaning supplies to ensure operational efficiency.
1. Coordinate with housekeeping teams to schedule timely replenishment and equipment maintenance.
1. Ensure compliance with safety protocols, company policies, and regulatory standards.
1. Maintain detailed records and prepare regular reports on inventory levels and product usage.
3. Key Tasks / Daily Activities
1. Monitor daily inventory levels and update records accurately.
1. Coordinate supply orders and verify incoming shipments for quality and accuracy.
1. Inspect warehouse for safety hazards and oversee routine maintenance of equipment.
1. Communicate proactively with housekeeping staff to address inventory needs and resolve issues.
4. Key Performance Indicators (KPIs)
1. Inventory Accuracy: Achieve a minimum of 98% accuracy in inventory records.
1. Order Fulfillment Time: Complete supply orders within 24 hours of request.
1. Equipment Downtime: Maintain equipment downtime below 5%.
1. Safety Compliance: Ensure 100% adherence to all safety protocols.
5. Required Qualifications and Skills
1. High School Diploma or equivalent required; Associate’s or Bachelor’s degree preferred.
1. Minimum of 3 years of experience in warehouse management or a related field.
1. Proficient in using inventory management software and related digital tools.
1. Excellent organizational, communication, and problem-solving skills.
1. Strong attention to detail and ability to manage multiple tasks efficiently.
6. Preferred Experience
1. Experience in the home services or cleaning industry.
1. Prior experience overseeing housekeeping supply inventories and equipment maintenance.
1. Familiarity with warehouse management systems and process optimization.
1. Demonstrated ability to lead a team in a fast-paced, service-oriented environment.
7. Physical Requirements
1. Ability to lift up to 50 lbs safely.
1. Prolonged periods of standing, walking, and bending in a warehouse environment.
1. Frequent movement within the storage and supply areas.
1. Exposure to varying temperature conditions within the warehouse.
8. Work Environment and Schedule
1. Standard work hours are 8:00 AM to 5:00 PM.
1. Occasional early mornings or late evenings may be required during peak periods.
1. Minimal travel requirements within the local area.
1. On-call responsibilities during critical operational needs.
9. Compensation and Benefits
1. Salary range: $50,000 - $65,000 USD per year.
1. Eligibility for performance-based bonuses.
1. Health and Dental insurance coverage provided.
1. Vision insurance and 401k matching offered.
1. Additional benefits include paid time off and company-recognized holidays.
10. Company Culture and Overview
1. Our company cultivates a collaborative, growth-oriented work environment that values every team member’s contributions.
1. We are committed to fostering professional development, innovation, and a customer-centric approach in all our operations.
1. Our inclusive culture emphasizes integrity, respect, and continuous learning to help you succeed.
1. Join us to be a part of a dynamic team where your expertise and ideas drive our shared success.
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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