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Job Description 
	- 	INDEED.com 
Housekeeping Coordinator 
Full job description 
The Savoy is one of the world's most iconic hotels. We are the original British luxury hotel, opened in 1889, and have a reputation for outstanding service excellence. We blend our rich history with innovation, and have played host to royalty, world leaders, and legends of the stage and screen. Today, we pride ourselves on creating special memories for our guests by delivering the very best in five-star luxury hospitality. 
 
Job title: Housekeeping Coordinator 
Department: Housekeeping 
Inspired & supported by: Executive Housekeeper 
Salary: 35,578 (including service charge) 
Your purpose will be: To provide an extraordinary and seamless guest experience whilst communicating with all teams and ensuring a high attention to detail. A strong level of initiative and team spirit is essential in this role. 
 
You will be accountable for: 
· Handle all internal and external calls to housekeeping and distribute information efficiently through full utilisation and monitoring of Opera, REX and RSM 
· Working on a rotational basis – morning, evening and weekends 
· Setting teams up for success through undertaking of schedules, task lists, guest preparation and other administration tasks 
· Supporting the leadership and able to cover supervisory support 
 
Your key responsibilities & contribution will be: 
· Oversee staffing levels, timesheets, holiday requests, sickness 
· Deal with all telephone calls and requests 
· Keep close communication with Front Office 
· Liaises with Front Office reception with the position of rooms. 
· Liaises with the Floor Housekeepers 
· Deals with Contractors 
· General office duties 
· Preparation of all arrival and in house guest requirements 
· To assist in any duty required for the smooth running of the department. 
· Records Lost & Found and deals with inquiries. 
· Carries out floor supervisor duties when required 
· To comply with any reasonable requests by the Supervisor and Hotel Management. 
· Ensure all internal and external calls are handled according to our service standards 
· Knowledge of all telephone systems 
· Ensure clear communication channels and methods with all other departments in order to facilitate complete guest service 
· Housekeeping and rooms coordination to ensure the smooth running of daily operation 
· To initiate, develop and maintain excellent service standards with a consistent focus on the guest experience. 
 
Qualifications 
 
What you will need to do this role: 
· Excellent communication skills, both verbal and written with the ability to communicate effectively with people of all levels 
· Proven organizational skills and able to work independently. 
· Enthusiastic and positive with the ability to build trusting relationships 

· Keen eye for detail 
· Flexibility to work different shifts - mornings, evenings and weekends 
 
Please note that we believe in flexibility and multi-skilling, and you may be asked to do different tasks from time to time to enable us to meet the needs of our guests and colleagues. 
 
Additional Information 
What’s in it for you? 
· Competitive salary, pension, and life assurance 
· 31–33 days of holiday (including public holidays)
· Cashback for wellbeing/healthcare expenses & Perkbox 
· Exclusive discounts: 
· Savoy, Fairmont, Raffles, and Accor hotels (friends & family rates included) 
· 50% off at American & Beaufort Bars, Afternoon Tea, spa, florist, and select Gordon Ramsay restaurants 
· 20% off at other Gordon Ramsay restaurants and Restaurant 1890 
· Free stay at The Savoy after probation 
· Colleague restaurant, interfaith prayer room and wellness room 
· Gym access, cycle-to-work scheme and Virgin Active membership discount 
                                     Maria Giorgiana Virlan 
                                         Phone number: 07427846338 
                                        Email: mariavirlan90@gmail.com  
Professional Profile 
Housekeeping professional with 8 years of experience delivering exceptional cleanliness, efficiency, and guest satisfaction. Skilled in organizing daily operations and streamlining departmental workflows. Currently studying Business Skills to integrate hospitality expertise with management principles. Seeking a Housekeeping Coordinator role to lead team coordination and enhance service quality. 
Professional Experience 
Housekeeping Supervisor 
Soho Hotel, London 
September 2018 – Present 
· Coordinate daily housekeeping operations and assign room attendants’ duties. 
· Supervise cleaning standards and ensure timely preparation of guest rooms. 
· Liaise closely with Front Office and Maintenance to meet guest requests and resolve issues efficiently. 
· Manage staff schedules, attendance, holidays, and training. 
· Maintain communication and coordination between floors, ensuring smooth operations and high guest satisfaction. 
· Cover floor supervisor duties and provide administrative support when required. 
Room Attendant 
Soho Hotel, London 
May 2016 – September 2018 
· Delivered outstanding room service and cleanliness standards in accordance with hotel policies. 
· Supported supervisors in preparing VIP guest rooms and managing daily assignments. 
· Reported maintenance issues and contributed to a seamless guest experience. 
Education 
· Certificate I Higher Education Business Skills for Workplace (In Progress) University of Wales Trinity Saint David, UK 
Key Skills 
· Opera System proficiency 
· Communication and coordination 
· Time management and multitasking 
· Problem-solving 
· Guest satisfaction focus 
References 
· Available upon request 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cover Letter  
 
Dear Hiring Manager, 
I am addressing you to show interest in the post of Housekeeping Coordinator in your housekeeping department. Having eight years of experience in housekeeping, including my present position of Housekeeping Supervisor at the Soho Hotel, I have gained a good experience in the daily housekeeping tasks, staff performance, and client satisfaction. I do not doubt that my practical experience and leadership skills fit the duties described in your job description perfectly. 
 
Over the years of my professional practice, I have continually shown a skill of effective team management, room allocation, and operational efficiency. I am also skilled in operating Opera and know administrative work, e.g. scheduling, tracking attendance, and reception of guests.
 
I am also studying Business Skills besides my professional experience, and this is also enabling me to enhance my organizational and managerial skills. My attention to detail, flexibility and team spirit make me good because, as a result, I can easily adapt to a fast-paced hospitality setting and be one of the employees who stay flexible enough to adjust to the new environment while preserving the highest standards of service.

I am also eager to join your team of Housekeeping Coordinators and help the operations of your business run smoothly. I would be pleased to have the opportunity to elaborate on how my experience and competency can serve your department and support your vision on creating a perfect guest experience. 
 
Yours sincerely, 
Maria Giorgiana Virlan 
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