Bullwhackers

Job Description







DATE: July 1994

JOB TITLE:  Housekeeping Supervisor
 
DIVISION: Casino Support
JOB CODE:   905030



DEPARTMENT: Housekeeping
FLSA: Non-exempt 

GRADE:  NO

LOCATION: CC/BH
POSITION REPORTS TO:  Housekeeping Manager
SUMMARY:
To supervise the performance of housekeeping staff in the efficient and proper maintenance of all casino property.  To ensure that the appearance of all property reflect positively on the company.   To monitor all property and ensure for attractiveness and safety to GUESTS and CAST MEMBERS.  To establish and maintain housekeeping operations in compliance with safety and employment laws and the Colorado Limited Gaming Act. 

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES :

1.
Within the realm of the responsibility of the job, maintains a clean and safe work environment.  Performs duties in compliance with safety procedures, which includes use of safety equipment.  Incumbents are responsible for following safety procedures, identifying unsafe practices or conditions and informing their supervisor or the Safety Committee of unsafe conditions, as directed.

2.
Supervises the performance of housekeeping staff in the efficient and proper maintenance of all casino property.

3.
Ensures that the appearance of all property reflects positively on the company.

4.
Monitors all property and ensures for attractiveness and safety to GUESTS and CAST MEMBERS.

5.
Maintains housekeeping operations in compliance with safety and employment laws and the Colorado Limited Gaming Act.

6.
Ensures staff compliance with established security policies and procedures.

7.
Supervises and develops an effective staff by assisting and making recommendations in hiring, training, scheduling, rewarding and disciplining staff.  Develops staff to meet and exceed performance expectations by establishing and maintaining a positive work morale and effective employee relations.  Supervises a staff of fourteen fifteen (15) to twenty-five (25) subordinates, including lead staff, in housekeeping operations.

8.
Supervises staff in the proper wearing and maintain all uniforms and costumes.

9.
Supervises staff in the proper use of all housekeeping supplies and equipment.

10.
Informs and trains staff in housekeeping policies and procedures and acts to ensure compliance.  Acts to improve work relationships and exchange ideas.

11.
Coordinates housekeeping operations with other departments and establishes and maintains cooperative interdepartmental relations.  Acts to improve work relationships and exchange ideas.

12.
Maintains an alertness for the performance of all responsibilities, and prior to taking action, exercises caution and evaluates circumstances for appropriate security or safety response.  Seeks supervision and guidance from the Housekeeping Manager, as needed or directed. 

13.
Maintains and reconciles, as directed, housekeeping supplies and equipment .
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14.
Acts as a working supervisor 80-90% of the time while performing the duties of a Cleaning Specialist.

15.
Maintains and reviews time records of staff, including scheduling and attendance.

16.
Performs other duties, including special projects, as needed and directed.

QUALIFICATION REQUIREMENTS: Demonstrated experience supervising a housekeeping or general maintenance function, preferably within a hospitality environment.  Demonstrated experience performing within specific deadlines or under pressure.  Demonstrated  experience problem solving, organizing and prioritizing work.

EDUCATION AND/OR EXPERIENCE: Graduation from high school, or the equivalent in education and experience.  One (1) or more years of recent and related housekeeping experience, with six (6) or more months of supervisory experience preferred.
LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: Decisions are limited to within the scope of essential duties.
CERTIFICATES, LICENSES, REGISTRATIONS:  A valid Colorado Driver's License.

OTHER SKILLS/ABILITIES: Demonstrated knowledge of various laws related to safety, workers compensation, employment, and the Colorado Limited Gaming Act.

PHYSICAL DEMANDS:  Essential duties routinely involve performing physical exertion: frequent brisk walking, climbing stairs, stooping, bending, stretching, reaching, pushing and standing for an entire work shift with standard breaks.  Essential duties also involve kneeling, squatting, bending, walking and crouching/stooping in order to perform duties.  Essential duties require lifting up to 50 pounds to stack, store or move general office supplies and equipment.  Essential duties involve a standard or graveyard work week with additional hours routinely required.

WORK ENVIRONMENT:  Essential duties involve working in all areas within the casino including kitchen, bar, rest rooms, boiler rooms and restaurant which contain loud noise, contain cigarette smoke and other odors.

MATERIALS AND EQUIPMENT DIRECTLY USED:  Housekeeping equipment typical of multi-level retail/commercial buildings containing a kitchen, bar, rest rooms, boiler room and restaurant, including: gloves; vacuums; trash and trash cans; extractors; compactors; cleaning chemicals; and floor care buffers.  Occasional use of general office supplies and equipment, including photocopiers, calculators, staplers and tape.

Prepared by: 
______________________    Date: _______________________

