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Housekeeping roles are unique roles that require people working on them to have some unique skills that allow them to be effective in operating in their respective capacities. Mastery of these skills helps one to be competent in their respective areas of operation by limiting mistakes. This essay will analyze the key skills needed when one is working on a housekeeping team. 
The upkeep of cleanliness in both public and private institutions is largely the responsibility of housekeepers. An efficient and productive housekeeper possesses a number of crucial abilities, including attention to detail and organizational abilities. Some of the other essential skills include; 
Time management skills as they work with schedules on the work they will need to complete on a given day. As they work in small teams, they need to have the ability to manage time effectively and manage their time well by setting schedules that they will need to follow to complete their work on time, as punctuality is vital for urgent cleaning appointments before clients can check in a room when expected (Lin, Qiu and Ren, 2017, p.81). 
Attention to detail is another vital skill needed to be effective in the housekeeping field. To be effective, one needs to pay extreme focus on detail to ensure that floors and windows are well-cleaned without leaving spots or dirt streaks. The more thorough the work, the more they are considered to be competent and considered for better job opportunities (Lin, Qiu and Ren, 2017, p.81).  
Third proper communication skills are vital for regular communication with clients, co-workers and supervisors to make sure that the needs of the cleaning job are well understood and effectively handled on time. With good communication skills, housekeepers make sure that the needs of the client and the maintenance tasks that are needed are effectively handled. Good communication is also vital in meeting all the expected components of a particular job (Marneros, Papageorgiou and Efstathiades, 2020, p.250). 
Further, good interpersonal skills are vital skills that housekeepers need to have as they sometimes deal directly with customers and need to be able to work well with them. Some of the interpersonal skills necessary include dependability, teamwork and responsibility.
Flexibility is a vital skill that many housekeepers are expected to have in different hours and levels of their operation. They need to be flexible enough to adjust to the various house cleaning roles and demands and work under pressure to meet the overall demands of the job at hand (Marneros, Papageorgiou and Efstathiades, 2020, p.250). In this case, housekeepers need to be flexible enough to meet the changing needs and demands of housekeeping service.  
They also need to have good skills in customer service management to be successful in their role (Mooney, Ryan and Harris, 2017, p. 375). The above is due to the aspect that they need approval from their clients, and they would need to focus on making customers satisfied with their work as their performance is key to their success in their career. 
Finally, they need to have a proper understanding of hard housekeeping skills to be able to perform effectively in their assigned roles. These hard skills determine the quality of one's housekeeping jobs as well as meeting the required standards in specific tasks. Common skills necessary for one to be considered a good housekeeper include; Carpet cleaning, Deep cleaning, Window treatment cleaning, Bathroom and bedroom cleaning, Polishing, Sweeping, Mopping, Dusting, Vacuuming and Infection control (Mooney, Ryan and Harris, 2017, p. 375).  
Housekeeping best practices are also vital for adoption by staff in the housekeeping department as it improves their overall efficiency and ability to function with the order in the organization. Some of the recommended best practices include; 
Keeping a detailed plan to make sure of punctuality and aid in communication in meeting some of the components of a good housekeeper (Losekoot, Lasten, Lawson and Chen, 2018, p.159). Detailed planners help to set an appointment on time and avoid mix-up situations, and set a logical process of performing tasks based on their position on the appointment.  
The second best practice includes remaining consistent in quality of service to establish one's position and brand in the job market (Scales et al., 2019, p. 190). Consistency helps build a good reputation in the market place an aspect that encourages customers to prefer a cleaning team’s services. 
Finally, a team needs to take pride in their work and perform with the diligence and humility needed to do a good job. The team members need to strive to do the best job and make sure that clients are satisfied as the motivation towards work. Taking pride in the job makes sure that one improves overall skills and encourages one to become more effective and successful in their house cleaning jobs.  
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Contribution to Overall Module Assessment: 25%
In this scenario – You have just been promoted to the team leader for a floor within the hotel. A guest complained that on their arrival, their room had not been properly cleaned. Create an action plan and answer the following questions.
	Problem
	Why did it happen?

	What are you going to do?
	How will you prevent this from happening in the future? 

	What measures would you introduce to improve team effectiveness?


	
Wet floors and slippery walkways

	The housekeeping staff forgot to rinse the floor after cleaning. Therefore leaving spots of water on the floor and have the potential to cause an accident. 
There has been an issue with the cleaning materials. Hence, there has been a spike in similar cases.  
The lighting system may, at times, be inefficient to allow the housekeeper to see the issue when cleaning.  
	Improve the overall lighting and drainage system to improve the effectiveness of the effort made by the staff by allowing them to see all corners of the room when cleaning.  


	Introduction of a cleaning checklist to allow staff to countercheck their effort and work procedure to make sure that they do not miss a single spot in future. 
Introduce the option of personalization to make sure that the housekeepers stick to the manual and avoid preparing rooms blindly (Losekoot, Lasten, Lawson and Chen, 2018, p.159). 
	Have a supervisor monitor a room after reservation and before the client checks in to make sure that there are no issues in the room that the client can complain about. 
 

	
Messy floors

	There was a potential mix-up in the checkout and cleaning procedures as the cleaning department, by that time, knew that room was still occupied by the previous occupants.  
High volumes of orders and low staffing lead to regular cases of mix-up of customer orders and reservations.  
	Improve the tracking mechanisms and introduce the use of technology to improve clients' tracking and room occupancy state and whether they have been cleaned (Losekoot, Lasten, Lawson and Chen, 2018, p.159). Technology will also be used to allow remote extension of stay time and communication with room services to make sure of customer safety. 
	 Urge the inventory management to be more focused to prevent such costly mistakes in future.  
	Introduce a room integrity inspection on a regular basis to make sure that customers' safety and check on rooms that do not answer to communications to make sure that the clients are safe or if they left and forgot to check out with the hotel to hand over the key.  

	Equipment left out in the way


	There were windows that were left open, and the wind blowing blew away some of the equipment in the room. 
The other device was forgotten in that position by the maintenance team of the organization.  

	Make sure that all rooms are securely closed and fumigated to be free from rodents and insects that might tip equipment in the room.  
	Have a quality assurance team who are in charge of checking the integrity of the rooms in case of bad weather being experienced in the hotel vicinity. 
	 Make sure to use professional information to advise on how to structure the facility at a given time, as some rains can disrupt outdoor activities. 

	Improper fitting techniques


	The staff in charge of cleaning the room had faulty equipment. In addition, he does not have enough experience to do it in the right way manually. 
	Introduce new job training to help improve the overall staff skills and abilities.
Do regular maintenance of the organization's equipment to make sure they are in good working order.   
	Have a fitting app available to employees to make sure that they can always refer to the material if they are not confident with their abilities and skills (Losekoot, Lasten, Lawson and Chen, 2018, p.159).  
	Have quality assurance staff to make sure that no detail is missed in the preparation process.  

	Live electric wires and improper maintenance and use of equipment:


	The maintenance team forgot to cover up the wire after working on it. The second reason might be that the housekeeping staff forgot to highlight the issue in the cleaning report to allow the management to send a repair and maintenance staff to solve the issue. 
	Introduce a technical apparatus report in the housekeeping report to make sure that the cleaners also check on the functioning of the equipment in the room and makes sure they are present and functioning in the correct order (Losekoot, Lasten, Lawson and Chen, 2018, p.159). 
	Make sure for the top management to pay attention to these reports and make sure not to miss a single detail to maintain equipment and tools.   
	Use supervisors with the report to make sure that the repairs and maintenance work is competently done as expected by the organization. 



Section 3 
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Training Notes:
This is the first section in employee training and will involve introducing employees to the profession and how to make themselves ready for a cleaning career as the techniques they need to understand. Various aspects of cleaning will be covered to help an employee better understand how to conduct cleaning operations successfully (Soltani and Wilkinson, 2010, p.111). The lesson will begin with basic processes like planning how to organize cleaning activities and how to conduct cleaning in an effective way. It also talks about the key themes in housekeeping and focuses on cleaning as a major aspect of focus.
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Training Notes: 
This lesson focuses on how one can present him/herself as a professional cleaner and how their presentation to the public will help shape their perception of housekeeping and the code of ethics that surrounds the concept (Soltani and Wilkinson, 2010, p.111). The code of ethics forms a vital aspect of this module training as students will understand what is expected of them at all times and how to perform with effectiveness in their given roles in a facility.
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Training Notes:
The preceding section covered wet cleaning techniques, how to clean TVs and computers, and how to use acid to remove scale from faucets, toilets, and showers. These are essential skills to acquire (Stone and Bryant, 2019, P. 448). Now you need to know all about doing the cleaning, and that starts with planning - always plan a cleaning before you start it.
With consideration of the above, one will be more able to perform their tasks efficiently using the set methods of dealing with specific types of services needed for a given location.
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Training Notes:
Infection control is a topic that is sometimes overlooked when it comes to household cleaning, especially in larger residential homes. The cleaner must swiftly and properly control and remove the source of infection because a sick individual will unintentionally leave a trail of infectious bodily wastes (Stone and Bryant, 2019, P. 448). The above is a vital skill as it enables staff to be more aware of their role and how they need to perform at their specific places of work and the dangers that they may be subjected to, and how to deal with these hygienic issues. The above would be vital to help housekeepers to exercise caution for their health when serving.
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Notes 
The use and handling of cleaning supplies and equipment safety are covered in this section's discussion of fundamental health and safety, as every job has hazards. The above also makes staff to be more aware of the best practices to be adopted and quality products that they can use in cleaning and other housekeeping chores (Wang, Yang and Yang, 2019. p. 39). Handling of products also helps to check the quality of products and exercise needed care and processes to identify the issue and report to the necessary authorities for repair or replacement.
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Training Notes:
In this section, we'll examine one of the most crucial facets of customer service: the very first impression. Everything depends on it; get it wrong, and you risk losing customers. The above pays attention to the need to provide quality service to customers for a higher chance of success in a career in housekeeping (Kichuk, Brown and Ladkin 2019, p 48).  Customers form the central aspect of any business, and employees will need to understand their dedication to serve their needs and wants for one to be considered to be successful in their role as housekeepers. Understanding the above is vital for reducing work-related stress and conflicts, as customers have no reason to complain, and a positive outlook attracts tips from customers.
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Notes 
This section examines the messages we send to our clients both verbally and nonverbally, as communication is vital in understanding customer demands and needs to be met by the staff. This section will teach the staff to communicate with people, both those working for the organization and customers, in a respectable and diligent way (Friberg and Midtbøen 2019, p.338). The above is vital for cultivating a healthy culture of healthy communication and respect for hierarchy within the organization levels. Staff will need to be trained on how to get the needed information from customers and understand the respective standards that they are expected to meet when preparing rooms.
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Training Notes: 
In order to establish a successful long-term connection with your customer, you must be able to handle both positive and negative circumstances as they emerge. This section examines what is required (Chiang and Liu 2017, p.376). Understanding the above processes will be vital in improving overall employee conduct and ways they can manage their interactions and conduct around the company premises for the highest level of professionalism and efficiency. Housekeeping staff are, at times, forced to interact with customers; hence need to understand how various staff and persons need to be treated across the hierarchy of the organization. Attention will be needed to improve the organization's image to the customers.
[image: ]
Training Notes:
This final section offers advice on how to handle some of the most prevalent and potentially harmful microbes. The cleaning instructions in this advice can be used after a known or suspected outbreak (Chopra and Bhilare 2020, P. 288). Understanding the above is vital as it leads to an improved understanding of procedures and processes to follow when such an outbreak happens and the people to report the emergency too. The above would help the staff to help the organization detect the issue in advance and plan on ways of mitigating the issue before it grows to become a social issue.
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Training Notes:
 A housekeeper keeps the restrooms, kitchens, living rooms, and bedrooms tidy. This can involve cleaning windows, dusting shelves, vacuuming rooms, and changing bed linens. In order to maximize productivity, housekeepers often follow a cleaning pattern where they prioritize rooms and cleaning duties (Barken and Armstrong, 2018, p.120). For example, they might start by dusting rooms, followed by vacuuming and finishing with mopping. If a housekeeper works in a hotel setting, they usually clean every room, changing towels and bedsheets as well as carrying out standard cleaning duties.
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Training Notes 
Diversity in the hospitality sector essentially entails appreciating differences and being aware of how they could affect the individual experience. Customers and staff both have different backgrounds, experiences, and historical histories (Bens, 2017, p.  45). Understanding this will encourage improved teamwork, allowing for more effective communication and collaboration between colleagues. Also, it will result in increased job satisfaction, which lowers employee turnover and produces devoted and effective workers. Customers will also be able to take advantage of included services that cater to their unique wants and needs. 
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THE USE AND HANDLING OF CLEANING SUPPLIES AND
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MODULE 5: GOOD CUSTOMER SERVICE DELIVERY IN
THE LINE OF DUTY.

% Training Notes:

<+ In this section, we'll examine one of the most crucial facets of customer service: the very first
impression.

%+ Everything depends on it; get it wrong, and you risk losing customers. The above pays attention to the
need to provide quality service to customers for a higher chance of success in a career in housekeeping
(Kichuk, Brown and Ladkin 2019, p 48).

%+ Customers form the central aspect of any business, and employees will need to understand their

dedication to serve their needs and wants for one to be considered to be successful in their role as
housekeepers.

% Understanding the above is vital for reducing work-related stress and conficts, as customers have no
reason to complain, and a positive outlook attracts tips from customers.
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MODULE 6: GOOD CUSTOMER COMMUNICATION

% Training Notes:
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% The above is vital for cultivating a healthy culture of healthy communication and respect for hierarchy.
within the organization levels. Staff will need to be trained on how to get the needed information from
customers and understand the respective standards that they are expected to meet when preparing
rooms.
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MODULE 7
TRAINING ON BUILDING A CUSTOMER RELATIONSHIP

% Must be able to handle both positive and negative circumstances as they emerge

% Understanding the above processes will be vital in improving overall employee conduct and ways they
can manage their interactions and conduct around the company premises for the highest level of
professionalism and efficiency
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MODULE 8 =
GUIDANCE ON COMMON INFECTIONS

%+ Good Cleaning and Sanitising Principles

%+ Infection control in routine cleaning

% Norovirus

% Clostridium difficile (C. Diff)

%+ Respiratory Infections (Influenza, SARS, COVID-19)
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MODULE9 - THE HOUSEKEEPER’S DAY TO DAY

%+ The Housekeeper’s Day to Day

% Activities

%+ Time Management

%+ The Housekeeper’s Floor Location
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MODULE - DIVERSE SITUATIONS IN HOSPITALITY

%+ Diverse Situations in Hospitality

% Switching Rooms

% Room in Which the Guest Did Not Sleep In
%+ Lost and Found Procedures

% VIP Guests

%+ Special Situations and Possible Incidents
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MODULE 1: BASIC CLEANING INFORMATION

%+ How to plan and organize a clean
% Wet cleaning

% Damp cleaning
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MODULE 2 - THE HOUSEKEEPER

%+ The Housekeeper
% Personal Presentation

% Code of Conduct.
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MODULE 3

“This part begins with instructions on how to organize a clean and split space according to the
complexity of the wark. Then, a thorough discussion of each of the following topics follows:

% How to clean a bathroom

<+ How to clean toilets, sinks and showers

How to clean a kitchen

How to clean floors

How to clean glass, windows and mirrors
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MODULE 4

%+ Dealing with Infection Control And Hazardous Waste





