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Hotel Management
Executive House Keeper Duties
	Executive House Keepers (EHK) are entitled to the responsibility to supervise every housekeeping worker and also have the authority to discharge or hire, assign and plan work as well as requisition supplies. They also take care of the necessary budget as well as controlling the department’s budget. Disciplinary measures are also taken by the EHK as well as the evaluation of the workers so as to upgrade them whenever new openings appear. Responsibilities for orderliness, appearance, and cleanliness of the whole hotel are also part of their job. Moreover, preparation of the Annual housekeeping budgets , maintenance of guest supplies, uniform, and linen, organizing inventories with the Accounts as well as general fixed assets, pest elimination activities, implementation of housekeeping procedures and systems as well as preparation of reports regarding the management information, are all some of the responsibilities of a EHK (In O'Fallon, In Rutherford, 2011). 
Guest Room Attendant Responsibilities
The Guest Room Attendant is a part of the service and hospitality of a hotel. Some of their duties include the housekeeping services. Whenever they arrive for their shifts, their typical tasks may involve general cleaning of every single surface, vacuuming, towel replacement, and changing the bed linens. They also provide guest services such as responding to the requests, delivery of toiletry items such as razors and toothbrushes, delivering ironing boards, bedding and other types of larger items. “Maintenance of safety is also part of their job description where they ensure that doors are locked, suspicious noise activity and security concerns are reported as well as watching out for potential dangers and hazards.” (Singh, Dewan, 2009). 
Lost and Found Items Procedures
There are several regulations pertaining to lost and found items in a hotel. One of them provides that if an item has been left by the guest, whether in a public area or in the room, the staff should bring it under notice termed as “Lost and Found” items. There should also be a single location that is dedicated to receiving the lost and found items whether in meeting rooms, guestrooms or restaurants. The lost and found objects should be secured in a locked area or closet which has a restricted access. Workers are required to bring those items to the lost and found area with the valuables being attended to immediately. All received items should be recorded in the lost and found register including valuable and invaluable or perishable. Items also have to be put in a plastic bag and the serial numbers noted from the register including the date, place found, name of the owner, etc. valuable Items such as wallets, laptops, iPad, mobiles phones, etc. have to be stored in a locker (Singh, Dewan, 2009). 
Importance of Effective Communication between Front Office, Housekeeping, and Engineering departments.
The Housekeeping department, as well as the front office, can communicate together concerning the room status, reporting room availability for the immediate occupancy of guests, etc. The housekeeping room status can as well be described in terms such as clean, available or ready which entail the rooms which are ready to occupy. Occupied are those which already have guests in them. Room stayover defines the rooms in which the available guests are not going to be checking out any soon. “Change is a term used to describe the rooms where the guest has already left but is not available to be occupied.” (Kainthola, 2009). 
[bookmark: _GoBack]Front Office and engineering department also communicate and that is essential as they discuss the requests for services of maintenance and room status. In case the room has been reserved, the departments will come up with a time frame so that the guests are going to be able to enter that room or get assigned to another one (Kainthola, 2009).
Inspection Checklist for Rooms
	Hotel Name and Logo

	ROOM INSPECTION CHECKLIST

	SI No:
	Date:
	
	ROOM ATTENDANT:
	

	ROOM NO:
	
	FLOOR SUPERVISOR:
	

	REMARKS
	
	SIGNATURE:
	

	ENTERANCE/ DOOR WAY

	Exterior door/ Frame
	YES
	NO
	Peep- Hole
	YES
	NO

	Lock Operation
	YES
	NO
	DND-Card (1Nos.)
	YES
	NO

	Room #Polished
	YES
	NO
	Make My Room- Card (1Nos.)
	YES
	NO

	Closet door mirrors
	YES
	NO
	Closet Light
	YES
	NO

	GUEST ROOM

	Desk 
	YES
	NO
	Desk Lamp
	YES
	NO

	Chair 
	YES
	NO
	Aminity Folder (1 Nos.)
	YES
	NO

	Trash Can
	YES
	NO
	Room Service Menu
	YES
	NO

	Hotel Rules
	YES
	NO
	Hotel Directory
	YES
	NO

	Breakfast Knob Card
	YES
	NO
	Writing Material
	YES
	NO

	Sewing Kit (1 Nos.)
	YES
	NO
	All Purpose Kit (1 Nos.)
	YES
	NO
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