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Zevopuwvtog Mdapiog

=

XTOYOL:
Me 1o t€A0G TOL LOBUOTOG O OB TG TPETEL VOL:

No avoivet ) onpoacio tov Tunpatog Opogokopiog.

Na avagépel Tov optopo Tov Tupatog OpoeoKopiog.

No e€nyet tovg TpoTap)Ikovs ckomovs tov Housekeeping.
No avaeéper v lepapyeio tov Housekeeping

Noa eneényel ta Tpocdvta kot ta kabnkovia g Executive

Housekeeper ‘ ‘ .'
P | "f 4
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Opyavwon Kal OKOTTOG Tou TuRuaTtos Opo@oKouiog

H Zacla TOU TUAOTOG OpoPOoKOoUIag
o TR O 0OPOPOKONIaG eival UTTEUBUVO yial THV. KABAPIOTATA TWV.
OWUATIWY: TLWV: TIEAQTWYV, TWYV. OIA0POUWY,, TWV: AiBOUGWY CUVEDPIWY.
KQIl VEVIKG OAWV. TWV. 6r]pc'>0|wv XWPWV TOU EEVODOXEIOU (MECO KAl EEW)

Xwpic 1o Housekeeping 6ev Ba eixape OWUATIA VI VA TTOUACOULE.

To Housekeeping €ivail n mo 6UCKOAR OOUAEIQ 0TnV: EEVOOOXEIOKN
Biopunxavia. O1 Housekeepers ppickovial g€ pia ouvexn paxn va

TAPOTPUVOUV. TO TIPOCWTTIKO TTou Ba TTPETTEI BIOPKWG Va KabBapilel
oW OTTO TOUG TTEAATEG.

OpIolOG TOU TUNPATOC TOU Housekeeping:

Eival 1o Tuua Tou Eevodoxeiou TToU TTaPEXEl KABapo, AVETO Kal UYIEIVO
TEPIBAAAOV.
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Opyavwon Kal 6KOTTOG Tou TPNUATOG
Opopokouiag

« o THAMO OPOPOKOUIOG EXEI TEOOEPEIG TIPWTAPXIKOUG OTOXOUG:
=« No mopexel kKaBapo, AVETO Kal UYIEIVO TTEPIBAAAOV OTO
CEVOOOXEIO.
= Na TTpooTaTelEl TNV ETTEVOUGCH TOU IOIOKTATN.

= No gival aTmoTEAECUATIKI) 600 aQopPd TO KOOTOG Kal VO
BPICKETOI TTAVTQ EVIOG TOU TTPOKABOPICHEVOU KOVOUAIOU TTOU
EXEl oTNV 0100g0n TOU (0N budget).

» No TopEXEl TO WNAGTEPO TTIBAVWV ETTITTEDO TTOIOTNTOG.
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Opyavwon kal GKOTTOG Tou TPNUATOG
Opopokouiag

« Hotels Classification - Cyprus Hotel Industry

FRONT
OFFICE
MANAGER

= Five Stars Hotels
= Four Stars Hotel
= [Three Stars Hotels
= Hotels Apartments
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HOTEL ORGANIZATION CHART 1

GENERAL
MANAGER

FOOD AND
BEVERAGE
MANAGER

CHIEF EXECUTIVE PERSONNEL SALES
ENGINEER  HOUSEKEEPER MANAGER MANAGER
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HOTEL ORGANIZATION CHART 2

GENERAL
MANAGER

ASSISTANCE
MANAGER

ROOM DIVITION
MANAGER OR
FRONT
OFFICE
MANiGER

CHIEF
ENGINEER

PERSONNEL
MANAGER

SALES
MANAGER

EXECUTIVE
HOUSEKEEPER
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FOOD AND
BEVERAGE
MANAGER

HOUSEKEERING ORGANIZATION CHART

FLOOR
SUPERVISOR

LINEN
KEEPER

=EVovTog VIBRIoG

ROOM MAIDS

VALETS OR
HOUSE-PORTER

CLEANERS
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lepapyia Tou TuRuoaTog Opo@oKoUiag

Executive Housekeeper.
IIpocovta:

Iroyio ToVPIGTIKIS SEVOOOYELOKT] GYOAS

Euneipio e avdaioyy Oéon,

Apioty yyocy ayyiikis YADO66AS,

Avvopixi eoyopieTi], TPOGOTIKOTHTO, KAl TOPOVGLACTIKO
A10IKNTIKES KOl 0PYAVOITIKES IKAVOTHTEG,

OHoo1KO TVEDHO KOL IKOVOTHTO GOVEPYOGIAS HE OL0. TO.
TUNHATA, TOV. SEVOOOYELOD.

Araxprriri] pe Ko pvijun

Evocvveionzy, cofapiy, puebooixy, Ka1 v
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lepapyia Tou Tunuoarog Opo@oKouiag

Executive Housekeeper.
KaBnkovra kai euBiveg
Eival utreuBuvn yio TnV. EMITEVEN TWV. TEOGAPWY. TTPWTOPXIKWV.
OKOTIWV. TOU TUAMOTOG

Nal emmuyel TRV JEYAAUTEPN OUVATH GPOVTIOA KAl AVECH TWY TTEAQTWV
TOU CEVOOOXEIOU

Nalelatnpei wnAd emimeda KOBAPIOTATOG GE OAO TO EEVOOOXEIO
EYKAIPOG.

Nal eTTIAEVEI, EKTTAIOEUEI, OPYAVIIVEI, GUVTOVICEI, ETTIBAETTEI KOI EAEYXEI
TO TIPOOWTTIKO TNG.

Establish geod working relationship with the other departments

Evnuepwyvel Tov Front Office Manager fj Tov Room Division Manager.
[MNapayyeAAel TTPoUNRBEIEG Kal EEOTTAIGUO i KaBapIouo Tou
CEVOOOXEIOU

AIEVEPYEI OIKOVOMIKO EAEYXO TOU TUNUATOG THG
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lepapyia Tou TuRuoaTog OPo@POKOUIag

Executive Housekeeper.

KaBnkovia kol EUBUVEG

« Kamapricel 10 BOOUO0IAIO TIPOYPAMMA TOU TUNUOTOG. € QUTO
KaToypa@ovIal Tal wPedpIa OOUAEUE! TO TIPOOWTTIKO TOU TUNUATOG Kal
Oll MEPEG TTOU £xouy. Day: Off.
EToiuacel amo TRV TTponyoupevn HEPA TO TIROYPANUA PE TA OWHATIO
Tou Ba kaBapioel N KABE KAUAPIEPA KAl TO TIPOYPAUUO JE TOUG
XWPoUG TTou Bal kaBapioel n kGBe KabapioTpia.

EAEyxel eIy uaTIKA KATTOIA OWHATIO O KABE OPOYO.
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EpWTNOCEIG OTO OTTITI

1. Me moio Tpomro Executive Housekeeper emAgyel Ta OWUATIO TTOU Ba eAEYEEI;

2. 210 TEAOG KOBE IEPAG ETOINALCEI TO
OTO THANA TNG YTTOOOXNG.

3. Moia wpa n Executive Housekeeper mapadivel To 0 TTAVW report oTnv
Ymodoxn;

4. Na e€nynoete pe OIKA 0ag AGyIa TV GNUACIA TOU TUFUOTOG OPOPOKOUIaG yIa TNV
AEITOUPYIa TOU EEVOOOXEIOU.

5. Na ava@EPETE TOUG TEOTEPEIG TIPWTAPYXIKOUG OTOXOUG TOU TUNUOTOG OPOPOKOUIaG
6. No avagépete T€00epa (4) TpooovTa Tng Executive Housekeeper

7. Na ava@épete €€ (6) kaBrikovTta Kal euBuveg Tng Executive Housekeeper.
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lepapyia Tou Tunuoarog Opo@oKouiag

« Assistant Housekeeper.
ITpocévras
TOYI0. TOVPIOTIKIS GYOA]S
TPOVTHPEGIA 2 Ypovewy oe avricTolyy Oion,
dpioT] YyOol] AYYAKODY,
EVYEPELOL OGTHY. ETUKOIVWVIO, KOL GTIS OLATPOCOTIKES CYECELS,
Oetinog yapawtijpos pue Osinon yia mpoopopa. kai yvaotj,
O OOIKOTITO, GTHY EPYACI,
OVYOTOTI|TO, TTPOGOPUOYHG GE EVO, OVVYOULKO KOL OTTOITHTIKO
mepiffaiioy epyaciag.
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lepapyia Tou Tunuorog OpoYoKoUiag

Assistant Housekeeper:

KaBnkovia:
= Supervises and checks the cleaning of the guest’'s rooms, public areas

Prepare the weekly timetable for the department and staff holiday list.

Creates the daily schedules for the maids allocating the room have to be
cleaned by them.

Involved in employees training

At all'times she /he carries a notebook, pencil, master key and a walkie
talkie.

She/he is using a specific method for room inspection

She/he works 7-3, 9-5, 2-10.
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lepapyia Tou TpRuoaTog OpPo@POoKOoUIaGg

« Floor Supervisor — YmeuBuveg Opo@wv
IIpoc6vra:
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lepapyia Tou TpRuoatTog Opo@PoOKOoUiag
Floor Supervisor — Y1reuBuveg Opopwv
Kabnkovra:
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Opyavwen 1ou TuQuoatos OpoPoKOoMiag

Room maid

Kabnkovia

= Their responsibility is to clean guestrooms and floor corridors
without any help from the cleaners

= Essential qualities are punctuality, neat appearance, loyal and
the anticipation of the needs of others

= Usually one room maid is responsible for 15 rooms at each shift
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Opyavwon Tou TuRuarog OpPoYOKOMIOG
Cleaners:
= They are responsible for the cleaning of public areas and offices

Linen keeper:

= This isthe employee responsible for the correct storing and
stocking of bed, bath andirestaurant linen as well as uniform.

= This employee is very much invelved with the laundry; if the hotel
has a laundry on premises.

Valets:

= Males that are responsible for heavy jobs (cleaning corridors with
Hoover, shampoo, carry the extra beds in the rooms.)
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Opyavwon Tou TuRuaTos OPoYOKOMIOG

2Uvepyaoia Tou IHousekeeping, Je dAAa THAPATA
TuRua Ymoooxns

= [alouo TPRpaTaiaoyoAouvial Ye Ta OwudTia (room division). Av éva
OWNATIO OEV: EiVal KABAPO KOl EAEYIEVO OV, UTTOPET VO TTWANBEI aTrd TO
TuRua YIToooxns

= YTIOPXEI CUVEXEIGC aviaAAayr TTANPOYOPIWY. AUTH N CUVEPYOCIa YiveTal
JUE TNV avIaAAQYH OIA(QOPWY: AVAPOPWYV- rEpPOrts.

= MepIKEG aVA@OPEG- reports TTou divovTal amo 1o F/O o1o Housekeeping
gival o1 aKOAOUBEG:

= Occupancy reports kai arrivals and departures reports

ZevopuwvTtog Mapiog
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Opyovwen 1ou Tpnuatos Opo®okouiag
Avapopes- Reports roul divoviail amo 1o Housekeeping o1o F/O
£ivall ol GKOAOUBEG:

« Housekeeping report

Housekeeer s Report — Avagopd Tuiuoatos Opopokoiag
H avapopa auir] GUUITANPWVETOI KABNUEPIVA aTro 10 TURpa OpO(pOKoplag
Kal EAEYXETAI ATTO TO THAUA YTTOO0XNG - Reception.

[Napadiveral oTo reception aTig 18:00 kaBnuepIVA.

To reception eAEyxel TRV Ava@opd Tou Tunuatog Opo®okouiog o€
QVIITIAPABEan ME TNV KOTAGTAOH OWUOTIWY. TOU ACYIGNIKOU CUGTHNATOG TOU
- loom status system.

AV, BpeBei o1mo100MTToTE AVIiIPaon EVAHEPWVETAI AUEoWG THIoW TO TuRHa

Opo@oKopiag yla eTTaveEETOON TG S10POPAG.
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Opyavwon 1ou TunuaTog OpoYOKOMIaG

Aoyiopikou Tou Tunuatog YTodoxng givai:
\We may charge one guest whenithere are two in the reaom

The housekeepers reports shows “vacant” but the room status system shows “let”
or “‘occupied”, it may be that:

= The guest has changed rooms or
= Left without settling their account

rI?ailulre by the reception staff to follow this up, may mean loss of revenue to the
otel.

= AV O£V UTTAPXEI IKAVOTTOINTIKH ETTIKOIVWVIa ) KABuoTEPNON GTNV
EMKOIVWVIO HETAED TWV TUNUATWY TOTE APECWS TTPOKUTITOUV TTOAAQTTAG
TMPORANUOTA. 2Ta TEAEUTAIO TEXVOAOYIOG CUCTANATA KAl AOYIOUIKA
OTTOU N EMIKOIVWVIA YIVETAI QUTOUATA KAl aTTo@eUyovTal Ta AGBn
UEILVOVTAI OTO EAQXIOTO.

ZevopuwvTtog Mapiog
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Opyovwen 1ou Tpunuotos Opo@oKouiag
TuQuo ZuvinenTwy - Maintenance
» EQOOOV 0l KauapIEpES KOBaPICoUV: KABRUEPIVA Ta OWUATIA AUTEG
aTTenEAOUV, Kal TOUG aVBPWITTOUG KAEIBIA yial Vol eviommiCovTal Toaveg
BAGBEG Kal AVETTOPKEIEG OTA OWMATIAN KOl TTOU. XPrCOUV. ETTICKEUR ATTO TO
TUA UG ZUVTNPHTWY.
O1 KOAG EKTTAIOEUIEVEG KAUOPIEPEG AVAYVWPICOUV. UE EUKOAIO TO
MPOPANUOTA KAl TIG BAABEG OTA OWUATION KA EVAUEPWVOUV QUECWGS TV
uTTEUBUVN OPOPWV.
Maintenance book - O1 utreUBuveg 0POPWV KaTayPAPOUV OAa Ta
TMPOPANuaTa Kal BAABEG O€ auTo TO BIBAIO KOl EVAUEPWVOUV TOUTOXPOVA
70 TUANO 2XUVTNPNTWV.
HEmkolvwvia mpETmel va ival ammoTeEAEGUATIKA Kal Ta O1A¢popa
pikpoTpoAnuaTa BAABWY va emdIopBWVOVTal GUECWY KAl TNV idia
WEA TTOU N KapapIEPa kKaBapicel To OWUATIO
* Ymapyouv: 0o TUTT0I maintenance oTo ¢evodoxeEio:
= Routine maintenance
= Preventive maintenance
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Opyavwen Tou [unuotes OpopoKouiag

Restaurant

= H ouvepyacia a@opd 1o Alvd, To kKaBdpIoua kal To decoration Twyv.
E0TIATOPIV.

TuRua AcGdAeiag - Security
= [0 TTPOOWITIKO ToU Housekeeping Ba TTpETTEl VA Eival EKTTAIOEUUEVO Va
AVayVWPICE! Kal VA aVAGEPE] OTIONTTOTE UTTOTITO 0TO TUANO ACPAAEIDG.

To mpoowiko Tou Housekeeping Ba TTpETEl VA gival EKTTAIOEUPEVO Va
AVAYVWPICEI AUEGWGE TUXWY. XAUEVA OVTIKEIUEVA aTTO TO OWUATIO Kal vVa
g100T10Id 1O TuRua Ac@AaAeiag kai Tov Assistant Manager.

‘Exoviag ommeTeEAEGUATIKH KAl OTEVH) CUVEPYAOIia T TUAPATA TOU
housekeeping, reception and security JTrTopoUV vVa aTTOTPEWOUV TTIBAVEG
TMUPKAYIEG, KAOTTEG KOl VA BI00(QAAIGOUV ETTAPKI Ao@AAEI0 TOOO OTOUG
iB10UG TOUG TTEAATEG GO0 KAl TWV. TIPOCWTTIKWY TOUG AVTIKEINEVWV.
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EpWTNCEIG OTO OTTITI

Na avagepeTe €€ (6) mpooovia Tne Floor Supervisor — YrelBuveg Opo@wv

Na avopeEpete €&l (6) kaBrikovta kal euBuveg TnG Floor Supervisor —
YmeuBuveg Opohwy.

Na ypaweTe Tpia kaBnkovia TG KANAPIEPAS (dla@aveia 18).
Na 11 eival To Housekeeper’s Report — Avagopd Tufuatog Opo@okouiog

Na egnynoete yiati 1o Housekeeper’s Reports — Avagopd Turuatog
OpPoPoKopIag eival TTOAU GNUOVTIKO YIa TNV OAAR AEITOUpyEia TOU
GEVOOOXEIOU;

Na egnynoete Tpia (3) Tapadeiypuara Cuxvwy avTiQaoewy PHETAEU
Housekeepers reports kai Tou AoyiouIKoU Tou Turjuatog YTTodoxng
(G1apaveia 22).

Zevopuwvtog Mdpiog
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