
 
 
 

The Tanglin Club was founded in 1865 and is prominent among the established private members’ 
clubs in Singapore. We are now looking for an individual to provide strategic leadership to its 
Facilities Department: 

 

Executive Housekeeper 

 
Reporting to the Facilities Director, the successful candidate will be responsible for the following 
functions: 

 Review and update current Housekeeping Operational Manual or Standard Operating 
Procedures and Policies to reflect current practices and develop new standard if required. 

 Lead and manage the Housekeeping / Guest Room Teams to ensure that delivery of high 
standard of cleanliness to all facilities including all common areas shall be in line with the 
various key performance indicators (KPIs). 

 Plan and monitor annual operational and CAPEX budgets for housekeeping, cleaning 
services, laundry services, including hotel linens, mattresses, term contracts, and assist other 
departments requiring assistance. 

 Liaise and supervise all service providers to make sure that their services are rendered 
according to specified requirements within budgets and timelines at all times, and in 
compliance with all authorities’ requirements and the stipulated terms from time to time. 

 Ensure uniforms are sufficient for all the staff and outsourced cleaners and gardeners are in 
proper attire acceptable by the Club, in compliance with our grooming standard. 

 Ensure safe work procedures are observed at all times, establish systematic stock control 
procedures, monitor stock usage and replenishment, exercise care to safeguard the Club’s 
property against damage, theft or loss, and be responsible for any unaccountable missing 
stock under custody. 

 Develop housekeeping maintenance work plan, schedule routine cleaning works, prepare 
housekeeping checklists and training schedules for in-house staff and outsourced cleaners 
on all common areas and specified outlets, including guest rooms, schedule for periodic 
tasks, e.g. shampoo of carpet, washing of car park, fumigation, cleaning of furnishings, etc. 

 Conduct daily checks on the cleanliness of the building, maintenance of equipment, and 
determine and report needs for repairs and improvement with a proposal where applicable. 

 Assess performance of outsourced workers, ensuring adherence to the Club’s required 
cleanliness standard and quality of services rendered to meet Members’ expectations. 

 Follow through on complaints and feedback on housekeeping and guest rooms with 
solution. 

 Any other duties as assigned. 

Qualifications: 

 Diploma/Degree in Hospitality 

 Minimum 5 years of relevant experience in Housekeeping at the management level 

 Strong leadership, planning, problem-solving, organisational and analytical skills 

 Able to train ground staff in their Housekeeping duties 

 Excellent verbal and written communication skills in English 

 Good interpersonal skills, motivated and able to work independently as well as in a team 
 

If you are looking for a challenging and rewarding career, we invite you to write in-confidence with 
details of your career history and contact details to: 

tcrecruit@tanglin-club.org.sg 


