
 
 
 
 
  
 
 

 

 

Job Title:  House Manager (Full Time post - 40 hours per week) 
Reports to:  The Bursar  
Staff reporting:  Housekeeping (4) 
Based at:  The Burn, Glenesk, Brechin, DD9 7YP 
Salary:  £25,000 per annum  
 

Job purpose 
 
The House Manager is responsible for ensuring that guest accommodation and support 
is of the highest standard. The post holder has direct management responsibility for 
housekeeping and is primarily focused on setting and maintaining the highest standards 
of customer service.  Working directly for the Bursar, the House Manager is customer 
facing and is one of three functional team leaders (the others being the Head Chef and 
Estate Manager). This is a ‘hands-on’ role and the incumbent would be expected to help 
out when required and to lead by example.  Working hours are scheduled to fit with 
customer demand and in this regard the House Manager must be prepared to work at 
weekends and accept that shift patterns will change. 
 
Key responsibilities 
 
Housekeeping  
Manage the housekeeping team to ensure that accommodation is available when 
required and maintained to a high standard at all times.  This task includes: 

• Assume line management of The Burn housekeeping staff; ensuring they are 

supported, motivated and trained to provide a professional service.  Line 

management duties extend to completing annual appraisals. 

• Manage staff shift patterns and make best use of available resources to maintain 

the highest possible standards. 

• Ensure rooms are kept clean and tidy, up to the Burn standard, dealing with any 

issues and making the Bursar aware of problems where appropriate. 

• Maintain and control housekeeping equipment and stock.  This will involve dealing 

with product and service providers; i.e. laundry. 

• Be responsible for house-keeping staff timesheets and maintain accurate records. 

• Ensure Health & Safety standards are maintained and are fully compliant with 

current laws and regulations. 

• Be prepared to assume housekeeping duties if required.  

 
 



Front of House Duties 
Work closely with the Bursar and the other staff to ensure that the day-to-day operation 
of the Burn is efficient and professional.  This will include:   

• Provide direct support to the Bursar to deliver a first-class front of house service 

that wholly satisfies customer expectations.   

• Support the work of the Bursar and Administrator by coordinating the guest 

services and assisting with the check-in and departure of groups and support any 

activity required when hosting groups and academic reading parties. 

• Support the Bursar in the administration of the Burn especially in the key aspect of 

front of house to include monitoring the performance of support service contracts; 

fault reporting and rectification and maintaining performance standards.  

• Assist with booking, billing, and the wider business administration of The Burn. 

• Provide assistance with event management.   

 
Other Duties 

• The House Manager may, from time to time, be required to take on other duties and 

responsibilities that may be reasonably requested.  Additional duties are likely to be 

associated with specific events such as weddings. 

• To cover bar duties when appropriate.  

• Liaise with the catering and estate staff where appropriate to ensure the smooth 

management of services  

• If resident then the House Manager would be on call during silent hours to react to any 

alarm or emergency. 

 
Accommodation 

• Self-contained accommodation is available within The Burn House.  It is preferable 

that the House Manager lives in this accommodation, but all candidates will be 

considered.  

 

 

 

 

 

 

 



Person Specification  

Job Title:   House Manager 

Education/ 

Training 

• An appropriate professional qualification, qualified by 
experience or have the aptitude for the role. 
 

Experience 
• Of working in a similar in a hospitality environment  

• Of dealing with customers/visitors/ guests in a 
professional and polite manner. 

•  

Technical Skills 

& Abilities 

 

• Ability to communicate with staff of all levels 

• Approachable, friendly, polite and professional 

• IT literate – Microsoft Office suite 

• Report writing capabilities 

• Experience of using a hotel management system is 
desirable  

• Of managing, supporting, training and motivating staff  
• Of managing staff shifts to maximise resources 

 

Personal 

Attributes 

• Self-motivated and well organised 

• Flexible and resourceful 

• Performance oriented 

• Committed to continuous improvement 

• To work at all times in a manner that is positive, 
flexible and open and in a style that encourages team 
spirit. 

• Willing and able to work unsocial hours on a regular 
basis. 
 
 

 
 
 
 
 
 
 
 



Review arrangements 
The details contained in the job description reflect the content of the job at the date the 
job description was prepared.  It should be remembered, however, that it is inevitable that 
over time the nature of individual jobs will change; existing duties may be lost and other 
duties may be gained without changing the general character of the duties or the level of 
responsibility entailed.  Consequently, the College will expect to revise this job 
description from time to time and will consult with the post holder at the appropriate time. 


