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Housekeeping Office Coordinator

Apply Now

Company: LXR by Hilton

Location: Bodrum

Category: other-general

A Housekeeping Office Coordinator is responsible for managing the housekeeping office to

deliver an excellent Guest and Member experience while receiving all incoming calls and

managing guest requests.

What will I be doing?  

As a Housekeeping Office Coordinator, you are responsible for managing the

housekeeping office to deliver an excellent Guest and Member experience. A Housekeeping

Office Coordinator will also be required to receive all incoming calls and manage guest

requests. Specifically, you will be responsible for performing the following tasks to the highest

standards:

Manage the Housekeeping office

Receive all incoming calls and respond accordingly

Allocate room and task lists to team members

Ensure keys are issued in line with security procedures

Log and store all lost property after each shift; send lost property to guests in line with

procedures

Manage guest requests and enquiries immediately
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Ensure all relevant guest information is communicated to Housekeepers

Carry out administrative and IT duties

Organise and control extra duties and special tasks

Report all necessary maintenance daily and log all jobs

Liaise with Reception and Guest Relations to ensure all information is communicated

efficiently and promptly

Ensure that communication has been clear and consistent to all shifts

Control staff dry cleaning and guest laundry in and out of the department

Update system regularly to give maximum room return to the hotel/s active inventory

Handle emergencies if and when they occur in the department

Ensure all team members adhere to Health and Safety Regulations

Carry out any other reasonable task set by the Hotel's Management

What are we looking for?  

A Housekeeping Office Coordinator serving Hilton brands is always working on behalf of our

Guests and working with other Team Members. To successfully fill this role, you should

maintain the attitude, behaviours, skills, and values that follow:

IT proficient

Excellent organisational and planning skills

Accountable and resilient

Good communication and telephone skills

It would be advantageous in this position for you to demonstrate the following capabilities

and distinctions:

Previous hotel housekeeping experience

MEANINGFUL BENEFITS FOR YOUR CAREER & WELL-BEING



We support the well-being and performance of Team Members with industry-leading

rewards, recognition and support to meet their needs and dreams: Best-in-Class PTO

Go Hilton Travel Discount Program

Hotel rates as low as $40/night! Health & Welfare Benefit Plans Debt-Free Education

Retirement Savings Program Employee Stock Purchase Plan Mental Wellness Support 

Flexible Schedules Access to your pay when you need it 

through DailyPay

Apply Now

Cross References and Citations:

1. Housekeeping Office Coordinator Studyjobs Jobs Bodrum Studyjobs ↗� 

2. Housekeeping Office Coordinator Baghdadjobs Jobs Bodrum Baghdadjobs ↗� 

3. Housekeeping Office Coordinator Netherlandsjobs Jobs Bodrum Netherlandsjobs ↗� 

4. Housekeeping Office Coordinator Cameroonjobs Jobs Bodrum Cameroonjobs ↗� 

5. Housekeeping Office Coordinator Melbournejobs Jobs Bodrum Melbournejobs ↗� 

6. Housekeeping Office Coordinator Nightshiftjobs Jobs Bodrum Nightshiftjobs ↗� 

7. Housekeeping Office Coordinator Installationjobs Jobs Bodrum Installationjobs ↗� 

8. Housekeeping Office Coordinator Searchamericanjobs Jobs Bodrum

Searchamericanjobs ↗� 

9. Housekeeping Office Coordinator Electricianjobs Jobs Bodrum Electricianjobs ↗� 

10. Housekeeping Office Coordinator Seojobs Jobs Bodrum Seojobs ↗� 

11. Housekeeping Office Coordinator Mediajobs Jobs Bodrum Mediajobs ↗� 

12. Housekeeping Office Coordinator Seekingjobs Jobs Bodrum Seekingjobs ↗� 

13. Housekeeping Office Coordinator Entertainmentjobsnearme Jobs Bodrum

Entertainmentjobsnearme ↗� 

14. Housekeeping Office Coordinator Tradingjobs Jobs Bodrum Tradingjobs ↗� 

15. Housekeeping Office Coordinator Panamajobs Jobs Bodrum Panamajobs ↗� 

16. Housekeeping Office Coordinator Czechiajobs Jobs Bodrum Czechiajobs ↗� 

17. Housekeeping Office Coordinator Christmasjobs Jobs Bodrum Christmasjobs ↗� 

https://tr.expertini.com/jobs/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b/?utm_source=pdf_job
https://google.co.in/amp/s/studyjobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.ae/amp/s/baghdadjobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.de/amp/s/netherlandsjobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.co.in/amp/s/cameroonjobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.de/amp/s/melbournejobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.de/amp/s/nightshiftjobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.co.in/amp/s/installationjobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.de/amp/s/searchamericanjobs.com/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.com.au/amp/s/electricianjobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.com/amp/s/seojobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.co.uk/amp/s/mediajobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.com/amp/s/seekingjobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.de/amp/s/entertainmentjobsnearme.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.com/amp/s/tradingjobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.com.au/amp/s/panamajobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.ae/amp/s/czechiajobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://google.de/amp/s/christmasjobs.info/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/


18. Housekeeping Office Coordinator Searchcanadajobs Jobs Bodrum

Searchcanadajobs ↗� 

19. Housekeeping office coordinator Jobs Bodrum ↗� 

20. AMP Version of Housekeeping office coordinator ↗� 

21. Housekeeping office coordinator Bodrum Jobs ↗� 

22. Housekeeping office coordinator Jobs Bodrum ↗� 

23. Housekeeping office coordinator Job Search ↗� 

24. Housekeeping office coordinator Search ↗� 

25. Housekeeping office coordinator Find Jobs ↗� 

Source: https://tr.expertini.com/jobs/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-

273e21a84b/

Generated on: 2024-05-03 by Expertini.Com

https://google.de/amp/s/searchcanadajobs.com/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b-turkey/
https://www.google.com/amp/s/tr.expertini.com/jobs/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b/
https://www.google.co.in/amp/s/tr.expertini.com/jobs/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b/amp/
https://www.google.de/amp/s/tr.expertini.com/jobs/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b/
https://www.google.co.uk/amp/s/tr.expertini.com/jobs/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b/
https://www.google.es/amp/s/tr.expertini.com/jobs/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b/
https://www.google.fr/amp/s/tr.expertini.com/jobs/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b/
https://www.google.at/amp/s/tr.expertini.com/jobs/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b/
https://tr.expertini.com/jobs/job/housekeeping-office-coordinator-bodrum-lxr-by-hilton-273e21a84b/?utm_source=pdf_job&utm_medium=social
https://expertini.com

