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. Reporting to work.

Being on time. &
Come to work before 15 minutes.
In case of sickness or emergency.
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Persgnal Hygiene.

/A Take a bafts
s\ 'B. Grooming

| 4

~ o Finger ndlils. é.%
HE,~ o Unlform |

i | &§° . Na 1
L OTeeth,




Nguyén Thanh Bach




l1l. Job description.
A. Briefing.

=+ Hand over. -
=+ VIP-Groups-Difficult guest.
=+ |nformation.
=t Projects.
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l1l. Job description.(cont.)

B. Cleaning knowledge.
& a. Work hygiene.

Cleaning from up to down.
Do not used dirty water for cleaning
Use correct cloth for correct purpose.

Handle soiled linen as little as
posible.

Pay special attention to bath and
toilets.

% Discard any damage glassware.
% Wash your hands

& & & &

~
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I1l. Job description.(cont.)

s b. What has to be cleaned.
Because of:

Dust.
Dirt.

Liquids.
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I1l. Job description. (cont.)

c. Cleaning basic.
o Open figure — eight motion

(mopping).ce
Circular motion (stains). @

Overlapping motion
(buffing).@

o Vertical & horizontal motion
(dusting).S

o Straight forward motion
(vacuuming). 11
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I1l. Job description. (cont.)

d. Cleaning techniques.

= Washing (with water).

= Friction (abrasive).

m Static electric (sweeper-mop).
= Suction (vacuum).

m Force (high pressure water).
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Job description. (cont.)

Cleaning frequencies.

o Dally. (tollet)

2  Weekly. (skirting board)
2 Periodic. (shampoo)

2 Special. (rush room)

a2 Spot check — Spot clean
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I1l.  Job description. (cont.)

. Cleaning method.

Damp dusting.
Polishing.

Dry dusting.
Sweeping.
Disinfecting.
Suctioning.
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l1l. Job description. (cont.)

. Controlling key. _

0 Signin. q
0 Check proper key.
0 Kinds of keys.

« Manual key.
» Guest room key.

» Master keys.
4 Section.
 Floor.

 Grand.
» Emergency key.

» Key cards. (More safe and secure
but expensive)
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lll. Job description. (cont.)
D. Room status terminology.

 Check out = C/O.

« Checkin = CII.

« Vacant dirty = VD.

« Vacant ready = VR.

« Vacant maintenance = VM.
(out of order)

« Qut of service = No need
service = NNS.
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Job description. (cont.)
* House use = HU.
» Sleep out = S/O.
« Handicapped guest = HG.
* Long staying guest = LSG.
* Very important person = VIP.
* Due out = D/O.
« Stay over.

TR (I[R © Double locked.

* Do not disturb = DND.
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Suite Room

lll. Job description. (cont.)

m Types of rooms In the hotel.
e Standard room |
e Superior room
e Deluxe room
e Junior Suite
e Suite
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lll. Job description. (cont.)

e Queen bed room
e King bed room §
» Triple bed room EFEF I}
o Locker room [l
e Pantry room
mLinen chute
e Cloak room
e Function room
e Ball room
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Banquet room
Lounge room
Restaurant

Café or Coffee shop

Comfort room = Rest room = Ladles /
Gents room

Handicap Room.

Foyer ¥ 1y
Connecting room _

Board room b= L =
No show. | '
Show room.

Arrival.

Departure.
Nil luggage/Light luggage.
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After

Mid, night
OD After cleaned
and inspected
Room 4 already
status

OR

W L W
VD “ ® atter

check out
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Ill. Job description. (cont.)
E. Work Sheet

Room Time Status
No Number Status After | Remark
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lll. Job description. (cont.)
F. Communication

m Walkie — Talkie or Pager
+ Sign In
+ Collect pager or walkie —

talkie (Know the code) — Check
It

+ Turn In

Nguyén Thanh Bach
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IV Setting up the work
cart (trolley). a—
. Linens. 4
. Guest supplies.
. Cleaners.

. Equipment and machines.

. Using the trolley cart — Procedures.
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A. Linens (cont.)
mPillowcases

v-

oStandard 20x30
*King 20x40
mPillows
oStandard 20x26
*King 20x36
mBath Item Size In inches
mTowels
«Bath Sheets 36x70
— _ - eBath 20x40
—22x44
= *zi%ot

T —

27x50:.
%

— — 3\




| — .
| —

e Hand 16x26
16x30

e Washcloth 12x12
13x13

e Bath mat 18x24
= 20x30

= Napery-ltems—"__ Size ininches

- NapkM 17x17

22X22




A. Linens (cont.)

¢
e Talble cloths 45x45
(N7 7 94x54
k-5 64x64
| | »A— ’ 54x110
) e Place mats 12x18 .
45 14x20 Y
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. Bathsoaps facnal %éps toilet
seat bands: Toilet ttséue facial
tissue, hangers, ice baskets, "

matches, astrays, lotion \

shampoo, conditionets, bath \‘
foam, snower mat, sewing Kits, -\
;- shogs shine cloth, slipper; pen .\
statbonary prmte’d items like “Do %
hot distub”, Guest Camment |

forms...

Caledaninn
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C. Cleaning Supplies

m All purpose cleaners
m Tollet bowl cleaners
m Disinfectants

= Window cleaner ( glass cleaner)
= Metal polishes |
m Funiture polishes
= Shampoo Cleaner




D Equipment and machines.
2 Manual equipment (common

. - Wet mop (with head and handle)
LL gié lau san wot.
e e - Dust mop. (with head and handle)
day bui khé

- Floor squeegees. (day nwdc)

- Dust pan. (hét rac)

- Sweepers. (gom rac)

Floor sweepers. (chdi day san)
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0 Manual equipment (common
used) (cont.)

-Bucket wringer (xe ép nwoc)

- Window squeegee (lau kiéng
clra sO chuyén dung)

- Fixi clamp (kep gié lau)

"‘“*méf““" - Wet floor sign (bién béo san
D wort)
el - Janitor cart (xe vé sinh cho
Bﬂ. public area) §
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2 Manual equipment (common
used) (cont.)

-Trolley (work cart) (xe phuc vu
phong khach)

- Caddy (x6 chuyén dung dwng
dung cu vé sinh phong khéach)

- Double pail (x6 chuyén dung
dwng hoa chat vé sinh khu vuwe
cong cOng) '
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2 Electrically operated
equipment ( machines )

- Floor machine (cha san) _A
scrubbing machine

- Buffing machine (cha san, giat

tham, danh béng). é

- Carpet extractor (may giat
tham phun va hut).

-~ »
'ﬁ
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- Up right vacuum machine (thang
dng) suction and Dbeating
process.

- Cylinder or canister vacuum
machine (hut bui khdé chan khong)

- Wet / dry vacuum cleaner (hut
nwoc)

- Shoulder back vacuum cleaner.




Vacuum cleaner ( hut tham )

- Air blower / carpet dryer ( quat
ho'i )

- High pressure water cleaner :
may ban nuwéc .
- Pool cleaner .
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Others f 1]
( - Extention pole
- Floor pad ( miéng cha san )
- Bath mat i |
- Soap dispenser s
- Spray bottle : chai xit
- Rubber glove : gidng tay cao su W\
- Protective eye covering : kinh bao

VE &
- Sponge |
& -




E Using the trolley cart —

Procedures.

8 O Collect room attendant trolley
~| from the service area

- Push and pull trolley gently
- Trolley is used in most hotel.

- Those hotels with stairs and
no elevator use baskets In
combination with a caddy .
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Use the trolley correctly and
safely

- Do not overload the trolley. Do
not bump the trolley against
walls.

- While working place trolley at
bedroom door to be serviced or
on one side of the hallway.
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Clean trolley regularly and
store at end of your shift

- Check the trolley at the end of
your shift for stains, dirt and
water spillages.

- Store trolley In secure service
area.
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Report any faults to
maintenance

- Fill In maintenance form and
turn the trolley In

Nguyén Thanh Bach
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Restock and store trolley at
the end of your shift

-Refill and guest cleaning
supplies.

- Check store and your cleaning
materials.

- Dispose of dirt and waste.

- Some hotels also restock linen
and towels for the next day.
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THE END
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