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Job Title


Public Area & Housekeeping Room Attendant
Department/Location
Russell Inn /Jolly Lodger
Reports to  

Housekeeping Manager
Prepared By

Leanne Bily/Human Resources

Date Updated 

May 2023
Incumbent

Generic
  

The Housekeeping Room Attendant works as part of a team that is responsible to keep any Russell Inn properties (C-Centre, Stone Haus, Hotel Dieu, Pelly House, Asessippi Resort & more), including but not limited to guest rooms, lobbies, hallways, washrooms, conference rooms and any other public & back-of-house hotel area neat and clean (including Custodial duties) while following all Health & Safety procedures.  He/she makes beds, distributes clean towels and toiletries, replenishes all guest amenities, dusts furniture and accessories, and vacuums carpeting, draperies and upholstered furniture. Room Attendants wash, clean, disinfect, and polish bathroom fixtures; wash windows, walls and ceilings; pick up debris and empty trash containers. He/she informs the Front Desk and Maintenance of any items in the room that are missing, damaged or not in good working order. In slow times, Room Attendants perform seasonal housecleaning duties, touch-up scuffed furniture, and complete in-room painting. The Housekeeping Room Attendant operates under minimal supervision with clearly defined work parameters and guidance is provided on new or non-routine items.

	Primary Responsibilities and Accountabilities:


	% of Time
	Critical
	
Important


	1. 
	Ensures a great customer experience and secures return business by preparing guest rooms at a superior level for guests both checking in and staying over. This includes vacuuming, dusting, making beds, replenishing clean towels, linens, and amenities, disinfecting and polishing bathroom items and fixtures, and removing any garbage.


	60%
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Ensure the cleanliness and professional appearance of the hotel’s public areas (such as conference rooms, hallways, washrooms, lobbies, pool area, vestibules, etc.) by vacuuming, washing, dusting, sweeping, mopping, picking up debris, taking out the trash, washing windows and other cleaning duties as assigned.


	15%
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Ensures all Health & Safety procedures are followed while working with chemicals and cleaning supplies.


	2.5%
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Checks that all room promotional material is complete and reports any missing items to the Front Desk.  Reports missing, damaged, or items that are not in good working order (including electronic locks) to Front Desk and Maintenance.  Records and tags all Lost & Found items and turns them into the Front Desk.


	2.5%
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
	Performs custodial cleaning duties on a rotation that includes cleaning back kitchen area, lobbies, washrooms, C-Centre, Subway, and office public areas. 


	10%
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
	Performs routine/seasonal cleaning duties such as washing walls, windows, ceilings, touch up scuffed furniture and walls, in-room painting, shampooing carpets, basic room upkeep, etc.  


	2.5%
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Demonstrates great customer service, warm hotel hospitality, and a comfortable team environment by greeting customers and staff as they pass by and portraying a friendly, energetic and helpful demeanor. Offer assistance with directions, property and area knowledge, etc.


	2.5%
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
	Delivers cots, towels, amenities, irons, etc. to guests as requested.


	2.5%
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
	Demonstrates teamwork and initiative by handling other essential tasks as assigned including (but not limited to) helping in Laundry and cleaning any other Russell Inn properties as assigned by General Manager, Human Resources Manager.

	2.5%
	 FORMCHECKBOX 

	 FORMCHECKBOX 




	Academic:
	High School Level



	Experience:
	On the job training is provided.  Any prior cleaning experience an asset.



	Essential Skills:
	Oral Communication, English Reading & Writing, Working with Others, Multitasking





Expected to accomplish regular tasks with clearly defined work parameters and minimal supervision.  Guidance is provided on new or non-routine items.


Physical Demands:
Standing
/Bending/Crouching:
75% of time




Walking:


20% of time




Sitting:



0% of time




Lifting:



5 % of time - up to a maximum of 30 pounds.

	

	

	Other:
	Work is indoors in a fast-paced, environment.  Work is mostly “behind-the-scenes” with minimal customer interaction. On the job travel is not required. Working shifts, weekends and holidays is normal – typically shifts are during the day. 
Housekeepers are often “on-call” every day as it is common that extra help (staff that are on days off) is called in to work if room sales were more than expected overnight.  Alternatively, if room sales dropped overnight, staff may be called off for the day.  Schedules do fluctuate constantly and incumbent must be flexible.  Typical daily hours in housekeeping are approximately between 6 and 7 total depending on seasons.

This position requires reasonable physical stamina as it requires a lot of bending, crouching, kneeling, etc.




	Uniform:
	Uniform is required.  “Scrubs”are provided at no cost with reasonable use guidelines. Closed toed, comfortable, appropriate shoes are supplied by incumbent.  Hair nets may be required. NO HATS are allowed.


	Appearance:
	Clean shaven, hair tied back or kept short.  Noticeable piercings are to be removed prior to incumbent’s shift.  Noticeable tattoos are to be kept to a minimum.




Identifying Information:





To be completed by Human Resources





NOC Number:  	  65310


Expiry Date: 	 May 2025


Prevailing Range:	


 





Job Summary:





Skills/Knowledge Required:





Supervision/Direction Received:





Working Conditions:





Uniform/Appearance:








	The Russell Inn Hotel & Conference Centre: Job Description

	 2

	



