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Head Housekeeping Supervisor 

Responsibilities and Duties 

 

DIRECT SUPERVISOR: HOUSEKEEPING MANAGER  

As Head Housekeeper, it is your responsibility to make sure that all house keeping duties and 

responsibilities are completed according to the high standards of your Housekeeping Manager and our 

guests. You will be required to make sure the rooms are always clean and detailed to the high standard 

our guests deserve. 

The Head Housekeeper makes sure stock is rotated and the carts are clean, walkways are swept, railings 

cleaned, laundry area cleaned, decks and windows cleaned, storages rooms kept clean and organized, all 

the carpets kept stain-free, decks/patios and chairs are kept clean. There is also a smoking area that 

needs to me cleaned out everyday. These are just a few of the extra duties that housekeeping staff are 

required to complete.  

As Head Housekeeper, it is your responsibly to make sure all the special duties that we don’t do on a 

daily basis are kept up.  

In high-season we get extremely busy and it will require some long hours and lots of hard work. In 

Winter, the hours will shorten. We take this time to do a lot deep cleaning and prepping for the next 

season, such as cleaning bathrooms walls and tiles, etc. 
 

Staff Supervisor 
 

• Shows up ten minutes before her shift 

• Makes sure the house keeping book is up to date (bed changes, mattress protector changes) 

• Puts any rags into the dryer (from the washer) and folds any towels that were left in the dryer 

from the night before 

• Gets the housekeepers ready by figuring out the flow of the day and getting linens together 

• Create a plan of how you want the day to run (example: if you have lots of stays, remember you 

can’t get in there until 11 so plan to start on another floor where check-outs have already left) 

• Always remember that you are in control of what happens during the day 

 

If there are any changes to a checkout or a stay, make sure you contact the office immediately. If a 

guest asks you to stay another night, tell them to contact the office. 

If there is any damage done to a room, or it has been smoked in, DO NOTCLEAN IT or TOUCH THE 

EVIDENCE BEFORE CONTACTING THE MANAGER ON DUTY. We will take pictures and want to assess 

the situation.  
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Strip all rooms, including: 

• Removing sheets from bed and pillow case (check pillow protectors and mattress cover change 

if needed) 

• Removing dirty towels, put up the wet rubber bath mat (if needed) and remove shower curtain 

• Empty coffee pots and filter 

• Open all drawers and turn on tv, make sure, make sure all lamps, appliances, etc., are plugged in 

• Hand in any keys or tips that you receive, tips will be distributed to housekeepers by the office 

• Open all vacant rooms and air out throughout your entire shift (expect in winter) 

• Make sure you check all vacant rooms 

Start a load of laundry as soon as you can. Remember you have limited stock to start with so you really 

need to look at how many check-outs and how many stays you have. Decide what your first load of 

laundry should be. Always check and keep track of your time on the washer and the dryer as you don’t 

want to get behind. 

After all over your rooms are stripped (or the ones you can get into), it is expected that the laundry 

person helps clean the rooms; however, the laundry is your main priority. 

After all the rooms have been completed, room checks should be done to make sure the house keepers 

have done the rooms correctly. (How are the lamp shades? Are there finger prints on the glass? 

Bedspreads? Garbage under beds? Does the room have an unpleasant smell?) 

Make sure all sliding doors are closed before shutting the main door. This seems to be the thing the 

house keepers forget the most. 

If the housekeepers have not done the rooms properly and you’ve found many mistakes, write them 

down and get the housekeepers to correct their mistakes at the end of their work. If there are just a few 

small thins, you may fix them. If these things become problematic, sending housekeepers back fix their 

mistakes usually clears up future issues quickly.  

At this point make sure all of the recycle and garbage are put in the proper places. 

Rooms are only held-over (not cleaned) with prior approval of manager. Rooms are not held over during 

high season, but may be done so occasionally in the off-season. 

End of Day for Shift Supervisor: 

Make sure all of the main doors are locked and closed up.  

All storage rooms are locked, handles and deadbolts. 

We also have a maintenance repair book if there is anything that needs to be fixed. Please write the 

issue down in the book and Lewis will fix it when he has time. If it is something really important, let the 

office know immediately. 
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Always make sure no sheets are left in the dryer or washer. You can leave washed rags in the washer. As 

for leaving linens in the dryer, we ask only that towels be left drying. Please do not leave the machines 

full of laundry everyday as we also do our personal laundry onsite This is not always possible, but try to 

manage your laundry time so this is not an everyday occurrence. 

At this point, make sure you sign-out on the house keeping sheet. Always use pen to record the hours 

and signatures of the housekeepers. Make sure the housekeepers initial the sheet. Its is our payroll 

record. 

Make sure the laundry table is clean and the floor is clean. We don’t always have to sweep and mop but 

we try and do that once a week. 

Once everything is handed in, you’ve spoke with the office and you are about to leave, lock the bottom 

inside handle on the laundry room door and pull it shut. The office will bail it. 

 

CODE OF CONDUCT 

 

• If you can't come to work for your scheduled shift, you must contact Julie or the office to tell them 

that you can’t come to work your shift 
 

• Show up, prepared to work, 10 minutes prior to each shift  
 

• Follow dress code – casual, clean clothes, closed-toe comfortable shoes (sneakers or other work 

shoes), no low-cut shirts or short-shorts 
 

• Follow the General Manager’s and Housekeeping Manager’s direction at all times 
 

• You are responsible for signing off on each room that you have completed the checklist for; you are 

responsible for the cleanliness of those rooms 
 

• You are expected to perform your duties as a member of a team, assisting other team members in 

completing their duties, as required 

 

Date: ______________________________________________________________________ 

 
General Manager: ____________________________________________________________ 

 
Housekeeping Manager: _______________________________________________________ 

 
Head Housekeeping Supervisor: _________________________________________________ 

 


