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Celebrity 'Elruises' RCL CrL"SeS Ltd

(manual section is applicable for above companies)

JOB DESCRIPTION MANUAL - Revision 32 : July/25/201
HOTEL OPERATIONSCELEBRITY
Chapter 5 - Position Description
Shipboard - Housekeeping
5.02 Assistant Chief Housekeeper

il

Position Title: Assistant Chief Housekeeper

ReportsTo: Chief Housekeeper

Direct Reports: Penthouse Suite/Attendant ConciergeClass Stateroom
Stateroom Attendant Assistant Stateroom Attendant
Housekeeping Pantry Attendant Housekeeping Cleaner

Public Area Supervisor Attendant Night Attendan
Effective Date: April 2005

POSITION SUMMARY

Works in conjunction with the Chief Housekeeperctmrdinate, schedule, and supervise the
day-to-day activities of the stateroom, public arempen decks housekeeping function.

ESSENTIAL DUTIES & RESPONSIBILITIES

Celebrity Cruises expects each shipboard emplayeerisistently exemplify the principles of the STAR
Program's Credo to all team members. In addiafrduties and responsibilities are to be perfatmme
accordance with ISM/ISO and SQM standards, USPHajimes, Environmental, and Safety policies.

Each shipboard employee may be required to perfalfnfunctions in various service venues and
throughout the ship.

It is every employee’s responsibility to conduneself in a professional and courteous mannet at al
times. This consists of physical and verbal inteoas with guests or fellow shipboard employaasd/or
in the presence of guest contact and crewmeniears.

2. Directs, coaches, supports, supervises and agal@ia conjunction with the Chief Housekeeper)
the performance of all direct reports.

3. Manages the assignment of duties, responsililirel workstations to his/her staff. Observes
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5.
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and evaluates staff and work procedures to ensuakityjstandards and service are met.
Presents overtime needs to Chief Housekeeperrak dipproval.

Collaborates with the Chief Housekeeper, to me\ttee requirements of the day’s schedule, guest
requirements, guest comments and other relatedsleta

Meets with staff daily to review changes andéisions to programminigased on itinerary,

weather conditions, demographics, etc.

6.

8.

Responds to guest concerns in a considerateegsiohal and positive manner by showing
empathy and listening actively. Takes ownershiguest concerns, by following-up and
ensuring complaints are resolved to the guestisfaation.

Is aware of, and/or acquires the necessary kmg&léo comply with the ship’s standard
operation, in order to assist guests and crewmeswaigh inquiries.

Responsible to collect and review the Housekeppiewmembers' time cards and forward to the

Chief Housekeeper.

9.

10.

11.

Responsible to visit each stateroom once duhiagtuise and introduce themselves to guest in
order to ensure that they are satisfied with tmeices rendered.

Attends meetings, training activities, courses all other work-related activities as required.

Performs related duties as required. This jpositescription in no way states or implies that
these are the only duties to be performed by thgbshrd employee occupying this position.
Shipboard employees will be required to perform atiner job-related duties assigned by their
supervisor or management.

FINANCIAL RESPONSIBILITIES

Financial responsibilities for budget, expenses and/or achievement of revenue targets.

= This position is responsible for cost containménbtigh the proper use, handling and
maintenance of records, reports, supplies and swnp

= Creates and submits requisitiomgws requisition estimates for product replacement
supplies, purchases, etc. and forwards to the Gloekekeeper for final approval.

= Conducts workstation spot checks to ensure itemsanrectly stored to minimize
deterioration and waste.

MOTIVATIONAL RESPONSIBILITIES

People management responsibilities to ensure optimal performance of the function.

= Monitors and manages the various assigned workatéiinctions. Monitors the
assignment of duties and responsibilities to hiséteff. Observes and evaluates staff
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and work procedures to ensure quality standardsarvce are met. Makes
recommendations regarding personnel actions sunbvagire requests and discharges,
to ensure adequate and continuous staffing. Insperkstations, work areas,
equipment, etc. to ensure efficient service andaramance to standards.

On a regular basis, meets with his/her staff, Wese the requirements of the day’s
schedule, guest requirements and disseminatestheyammpany related
correspondence, notices, policies, procedures,Reéviews schedule to estimate time
requirements to ensure speed and efficiency. Meigiisstaff to review guest comments
to implement revisions and improvements.

Mentors, develops and provides on-fbb-training to hi/her staff to strengthen their
current performance and preparation for future adement.

QUALIFICATIONS

Minimum hiring, language and physical requirements to performthe job.

Hiring Requirements:

One to two years housekeeping supervisory expezigren upscale hotel, resort or
cruise ling(shipboard experience preferred)

Minimum one to two years previous cleaning expeaxéempreferably iran upscale

hotel, resort or cruise linghipboard experience preferred)

Knowledge of proper cleaning technigues, requirdmand use of equipment.
Knowledge of proper chemical handling.

Ability to utilize customer service skills by ex&ing authority and discretion to satisfy
guests in a manner consistent with Pillars of $afeervice and Style Standards.

Very strong management skills in a multiculturadl @tlynamic environment.

Very strong communication, problem solving, degisioaking, and interpersonal skills.
Superior customer service, teambuilding and canfiisolution skills.

Knowledge of the principles and processes for pliog personalized services including
needs assessment techniques, quality service stisnddternative delivery systems, and
guest satisfaction evaluation techniques.

Strong planning, coaching, organizing, staffingpteolling, and evaluating skills.

Ability to work positively and cooperatively in avérse team environment to meet
overall established timeframes for the entire hkesping operation. Ability to
communicate tactfully with, department heads, cé&es and other shipboard
crewmembers to resolve problems and negotiateutsios.

Knowledge of policies and practices involved in tluenan resources function. Ability to
manage the international staff in a positive aratipctive manner by motivating,
developing and managing employees as they worKitAbd utilize and administer the
disciplinary action process through coaching anghseling to improve performance or
terminate employment.

Working knowledge of computers, Internet accesd,tha ability to navigate within a
variety software packages such as Excel, Wordlata® programs.

Completion of high school or basic education edeivey required.

Internal Candidate Requirements:
In addition to the stated hiring requirements, internal candidates are required to fulfill the following:
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= Completion of two contracts as a Stateroom Attehdéth a performance rating of
satisfactory or above along with demonstrated lesimle skills.

L anguage Requirements:
= Ability to speak English clearly, distinctly andrd@ally with guests.
= Ability to read and write English in order to ungiamd and interpret written procedures.
This includes the ability to give and receive instions in written and verbal forms and
to effectively present information and responduestions from guests, supervisors and
co-workers.

= Ability to speak additional languages such as Sgarkirench or German preferred.

Physical Requirements:
= While performing the duties of this job, the emmeyis regularly required to stand;
walk; use hands to touch, handle, or feel; reach ands and arms; talk or hear; and
taste or smell. The employee must frequenthaliftl/or move up to 50 pounds. Specific
vision abilities required by this job include clogision, distance vision, color vision,
peripheral vision, depth perception, and abilityatjust focus.

= All shipboard employees must be physically ablpddicipate in emergency life saving
procedures and drills. Full use and range of amnaslegs as well as full visual, verbal
and hearing abilities are required to receive dwd igstructions in the event of an

emergency including the lowering of lifeboats. Wiito lift and/or move up to 50
pounds.

Related Entries:

END OF SECTION
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