Job Description - Maintenance and Security Manager
Sales/Profitability/Cost Controls:
  1.
Achievement of overall budgeted profitability

  2.
Achievement of budgeted maintenance expenses

  3.
Maintaining of hotel purchasing policies

  4.
Control of Departmental labour...overtime held to emergencies only

  5.
Control of supplies and equipment

  6.
Supplies inventory kept to a minimum

  7.
Verification of all maintenance invoices

  8.
Supervision during work completed from outside contractors

  9.
Out of order rooms minimize to avoid loss of room revenues

Administration:
  1.
Completion and maintenance of Fire Log Book

  2.
Minimize pest problems

  3.
Assistance in execution of Maintenance Agreements

  4.
Completion of quarterly inspection requirement from Fire Department

  5.
Record keeping of Room Maintenance History

  6.
Record keeping and filing

  7.
Completion of weekly room inspections & documentation of deficiencies with Housekeeping

  8.
Development of Maintenance Manual

  9.
Attendance and participation at weekly Department Head Meeting

10.
Development, maintenance of preventative maintenance schedule

11.
Development, maintenance and record keeping of key control

12.
Timely maintenance of incremental units

13.
Development and maintenance of a Security manual

14.
The continuous review of the Security Log Book

15.
Management of the night security team

16.
Development, maintenance of a Health and Safety Committee, assuring that it is operating to standards as set by the Government of ?
Product Quality:
  1.
Timely completion of maintenance to ensure product quality

  2.
Completion of preventative maintenance schedule to avoid unnecessary breakdowns

  3.
Public area, Public Washrooms and outside lighting to be working at all times

Service:
  1.
Staff are properly trained

  2.
Attitude and appearance of self and staff

  3.
Teamwork-Relations with co-workers and management

  4.
Handling of Telephone

  5.
Handling of Guest's special requests

  6.
Number of Complaints

  7.
Handling of Complaints

  8.
Staffing levels sufficient to maintain work required

Sanitation and Housekeeping:
  1.
Boiler room to be kept clean and accessible at all times

  2.
Work shop clean and organized at all times

  3.
Participation towards overall hotel cleanliness

  4.
Achievement of 5 sunburst status

  5.
All Fire exits and Fire Doors kept free from obstructions

  6.
Cleanliness of Storage areas

  7.
Number of Hotel Workmen Compensation Claims

  8.
Responsible for running the Health and Safety Committee Meetings

  9.
Completion of Health and Safety deficiencies

10.
Fire Department standards maintained at all times

11.
Health Department standards maintained at all times

Personal Management:
  1.
All Hotel personnel are properly trained on emergency procedures

  2.
Effective communication skills

  3.
Staff training and development

  4.
Personnel selection

  5.
Proper hiring procedures followed

  6.
Departmental meetings held monthly

  7.
Personnel turnover

  8.
Personnel ready for a management position

  9.
Discipline of personnel when required

10.
Timely completion of employee evaluations
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