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Housekeeping Manager


Job Description

Position:	Housekeeping Manager
Department:	Housekeeping
Reports to:	Operations Manager


Lapithus Hotels Management UK Limited (LHM) was formed in 2015 to focus on managing the operation of mid and upscale hotels, under global brands, Crowne Plaza and Holiday Inn. Our portfolio of 21 hotels are in excellent locations throughout the UK. Our dedicated team of hospitality professionals have a wealth of experience working with a variety of international hotel brands.

KEY RESPONSiBILITIES
· Ensure the effective implementation of the IHG 5 step cleaning programme and maintaining standards across the department. 
· Ensure that the housekeeping team are developed to deliver brand standards outlined in the hotel operating manual.
· Display a pro-active and innovative approach to skill development and enhancement in housekeeping team.
· Ensure communication procedures are effective and efficient on a day to day basis so that customer service standards are not compromised.
· Co-ordinate constructively with both reception and reservations so that the day to day operational requirements are successfully delivered.
· Accurately access the needs of the business in terms of staffing etc. – providing solutions to identify risks in line with trading levels.
· To ensure that a high standard of cleanliness is maintained and monitored throughout the hotel incorporating bedroom corridors and all public and back of house areas.
· To have a full understanding of the relevant front office system enabling suitable control of all bed stock and guest movements.
· To be fully conversant with Bartec mini bar system – ensuring that control targets are delivered and that any corrective action takes place (where appropriate)

FINANCIAL RETURNS
Prepare and manage departmental budgets
Be directly involved in developing and executing revenue strategies and sales initiatives – whilst continually developing your teams to do the same.
Negotiate with suppliers on a group-wide basis to ensure maximum profitability throughout the group
Co-ordinate and control with initiative all issues relating to costs, expenses, wastage, breakages, security and stock control.
Pro-actively pursue all practices in-line with company environmental and energy saving initiatives.

PEOPLE
· Comply with hotel rules and regulations and provisions contained in the Employment Handbook and all policies.
· Comply with Company grooming and uniform standards.
· Comply with timekeeping and attendance policies.
· Comply with the Company corporate code of conduct at all times.
· Work with the Company’s Human Resource Department  to include:

· Planning for future staffing needs
· Recruiting in line with company guidelines and productivity efficiency ratios
· Preparing detailed on-boarding programmes for new staff and ensuring they are delivered in a timely manner
· Maintaining a comprehensive, current and guest focused set of departmental standards and operating procedures and overseeing their implementation 
· Ensuring a training needs analysis of the department is carried out and training programmes are delivered/attended to meet departments needs
· Actively participating in the planning and delivery of the training strategy for the department (including Brand programme training) and identifying high performers and managing poor performance 
· Demonstrate a desire to improve your knowledge and ability through on-going training; maximising opportunities for self development and identifying personal development opportunities for others
· Ensuring all direct reports have an active Personal Development Plan and that this is regularly reviewed
· Maintaining training records and Personal Learning Files for all direct reports
· Conducting probationary, mid-year and annual performance appraisals in line with company guidelines 
· Coaching, counselling and disciplining staff; providing constructive feedback to enhance performance 

· Manage annual leave requests whilst considering peaks and troughs in the business 
· Plan and deliver team meetings and one to one meetings in line with hotel policy 
· Conduct shift briefings to ensure hotel activities and operational requirements are known.
· Assist the Operation Manager to plan and deliver Company calibration and talent review process.
· Familiarise yourself with our core values which link to the desired behaviours that we expect all our employees to display.
· Demonstrate a desire to work as part of a diverse team with colleagues from different viewpoints, cultures and countries
· Encourage the completion of ES surveys, participate in the creation of an ES activities calendar and post survey action planning to impact engagement
· Implement the Company absence management system; including conducting return to work interviews and applying the trigger point system & reviews

GUEST EXPERIENCE
Demonstrate service attributes in accordance with industry expectations and company standards to include:-
Being attentive to guests
Accurately and promptly fulfilling guest requests
Understand and anticipate guest needs
Maintain a high level of knowledge which will enhance the guest experience 
Demonstrate a service attitude that exceeds expectations
Take appropriate action to resolve guest complaints
Appreciate the dynamic nature of the hotel industry and extend these service attributes to all internal customers.
Be able to promote the hotel (and IHG generally) products and services. 
Maintain a high level of product and service knowledge.
Ensure known repeat guests, priority members and other VIP’s receive special attention.

[bookmark: _GoBack]RESPONSIBLE BUSINESS
Demonstrate an understanding and an awareness of all policies and procedures relating to Health, Hygiene and Fire Life Safety.
Familiarise yourself with emergency and evacuation procedures.
Ensure all security incidents, accidents and near misses are always logged in a timely manner and brought to the attention of your line manager. 
Proactively pursue all practices in line with Company environmental and energy saving initiatives.

Perform other duties as assigned. May also serve as Duty Manager.
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