Job Descriptions - House Person
Guest Service:
  1.
Basic knowledge of hotel. Example, name of meeting rooms

  2.
Always polite and courteous when approached by guests

  3.
Always knocks and calls out before entering guest room

  4.
Helps maintain clean working environment at all times

  5.
Refer guest complaints to management

  6.
Be alert to guest needs. Example, extra towels

  7.
Always work in a quiet, orderly fashion

Attitude:
  1.
Proper dress code at all times

  2.
Well groomed at all times

  3.
Always punctual for scheduled shifts

  4.
Good attendance record

  5.
Follows established Company Policies and Procedures

  6.
Full knowledge of Fire Procedures

  7.
Reports any deficiencies to management

  8.
Maintains good positive working attitude when performing duties

  9.
Helps maintain company standards at all times

10.
Attend all staff meetings

11.
Responds to all on-call situations.

12.
Always conscientious of Health and Safety when performing duties

Team Work:
  1.
Helps co-workers when need arises

  2.
Performs extra duties from time to time when need arises

  3.
Full co-operation with management

  4.
Good team-work and co-operation with all staff members

  5.
Never argues with co-workers in public areas

Completion Of Duties:
  1.
Do stairwell and hall check for litter, stains etc. daily

  2.
Clean all guest room windows, rugs, walls, steam cleaning, flipping mattresses, mirrors, ceiling lights etc. as required

  3.
Cleans hallway windows, all vending machines, ice machines, hall ashtrays etc. daily

  4.
Help in laundry as required

  5.
Takes extra towels, cots etc. to guest rooms as requested

  6.
Ensures all hallways are clear of cots, cribs etc

  7.
Moves all guest room furniture for cleaning purposes

  8.
To clean and replenish supplies in public and staff washrooms. Example: paper towels, soap, toilet tissue, clean mirrors, floors and counter daily

  9.
Entrances: Do daily vacuum entrances rugs, sweep surrounding areas, pick-up and empty garbage containers, clean glass on entrance doors and pick-up litter

10.
Public areas: Lobby; Meeting rooms; to clean areas as directed by Housekeeper. Example: ceiling, diffusers, spot clean carpets, vacuum rugs, spot clean walls

11.
Snow removal and salting of all entrances when required

12.
Cleaning exterior parking lot and grounds by 8:00 a.m. daily

13.
Responsible for cleanliness of all lower level corridors

14.
Reporting unusual situations to management. Example: parked car for any extended period of time
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