Williamsburg Christian Retreat Center
JOB DESCRIPTION: Housekeeping Manager
SUMMARY: The Housekeeping Manager provides quality lodging accommodations to WCRC guests and programs in a timely manner.  The Housekeeping Manager works alongside the Guest Services Director to supervise all housekeeping staff.  
ACCOUNTABILITY/SUPERVISOR: Guest Services Director
GENERAL QUALIFICATIONS: 
· Has committed faith and belief in Jesus Christ as personal savior

· Desires to serve the Lord and make him known to others

· Agrees with and is committed to WCRC’s mission, core values and faith statement 

· Is flexible and able to work well with others

· Has a strong sense of calling to Christian camping ministry

SPECIFIC QUALIFICATIONS: 
· Has experience and ability cleaning and preparation of guest facilities

· Has a desire to increase and develop skills and knowledge in Housekeeping

· Can work with and lead others with joy and enthusiasm 
· Able to lift 50 pounds
· Has management skills including planning and delegating

· Has excellent written and verbal communication skills
· Has computer skills including word processing, data entry, and spreadsheets

RESPONSIBILITIES: 
· Make sure all facilities are clean and well stocked for guests

· Help to make sure all regularly and seasonal cleaning tasks are scheduled and completed

· Know how to operate housekeeping equipment and correct usage of cleaning chemicals

· Provide practical supervision of housekeepers while working

· Schedule the housekeepers 
· Provide management of the housekeepers

· Assist with the written procedures for housekeeping operations

· Keep inventory of, order, and help disperse housekeeping supplies
· Help to recruit, train, and hire new housekeepers
· Help to prepare the annual budget by reporting cost of supplies and hours worked 
· Maintain and improve standard record keeping and operating procedures 
· Operate according to Virginia and James City County Health Department codes
· Other related duties as needed and available 

