
25458 DAN BROWN HILL RD – BROOKSVILLE, FL 34602 
www.lakewoodretreat.org 

(352) 796-4097 – FAX (352) 796-1856 
 “Sharing God’s love through service by providing 

a setting to experience Jesus Christ” 
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Job Description 

 
Position Title: Housekeeping Assistant 
 
Summary: Provides clean environment for guests in lodgings, meeting rooms, restrooms, and 
office. 
 
Scope of Responsibilities: Preparation, as needed, of lodgings, meeting rooms, restrooms, and 
common office space for guest use as scheduled in the Reservation Calendar; including, but not 
limited: to clean bedding and toweling, bathroom cleanliness, orderliness, and the reporting of 
damage, missing items, or malfunction within guest use areas under roof. 
 
Primary Purpose: Provide a well prepared and pleasantly clean and orderly indoor environment 
for guest use during their stay. 
 
Immediate Supervisor: Operations Manager (Housekeeping Coordinator gives direction) 
 
Employment Status:   (See Employee Manual section III.A.) 
 

Part-time Employee - A Part-time Employee is an employee that is regularly scheduled to 
work less than 25 hours per week as an average over the calendar year. 

 
Nonexempt Employee -  A Nonexempt Employee is an employee within a position where 

the job duties and functions are such that an exemption under the tests and 
standards of the FLSA does not allow for an exemption.  Nonexempt Employees 
are compensated for all “hours worked” at a regular rate of pay for hours up to 
and including 40 hours per workweek.  Any “hours worked” more than 40 hours 
per week will be compensated at an “overtime” rate of pay. (Refer to Section 5 - 
Hours of Work and Payroll Practices for further explanation of “hours worked” and 
“overtime.”) 

 
Benefits:  
 

Part-time Employees are not eligible for benefits, including paid leave, holiday pay, 
medical/life/disability insurance and retirement plan participation. 

 
Workers’ compensation leave benefits are provided to all employees, including Seasonal, 

New and Regular Employees in accordance with the laws of the State of Florida.  
 
Lakewood affords a unique privilege to its employees.  All staff, whether resident or 

nonresident, regular or part time, have the privilege for their immediate families to 
use the facilities at special rates.   
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Anticipated Time Commitment: 0 – 40 hours or more weekly, but averaging less than 24 
hours per week annually, as directed and as needed to meet reservation requirements.  
Lakewood Retreat cannot guarantee any minimum number of weekly work hours, nor any certain 
days on duty.  The range above is anticipated based on current projections. 
 
Duties include the following, but are not necessarily limited to the list: 

 Help prepare facilities for guest requirements as planned by the Housekeeping 
Coordinator. 

 Work together with other Housekeeping staff to accomplish planned guest service needs. 
 Gather and bag dirty bed linens and towels for laundering. 
 Deliver bags of dirty laundry to Laundry Room. 
 Report any damaged or missing items within guest areas to the Receptionist. 
 Check and fill guest service supplies such as soap, paper, cups, and literature. 
 Check all lights and fans for proper operation.  Wall switches should turn lights or fans on. 
 When closing area, set thermostat a few degrees cooler than the outside highs when 

above 75 degrees for AC, a few degrees warmer than outside highs for heat when below 
60 degrees, or off when average highs are forecast between 60 and 75 degrees.  Min 
heat 60 degrees.  Max A/C to 80 degrees.  When opening area, set A/C or heat to 
moderate comfortable temperature. 

 Check room deodorizer for proper operation and reservoir level. 
 Clean all bathroom area surfaces to kill germs and provide confidence and comfort to 

guests. This includes fixtures, counters, sinks, cabinets, stalls, commodes, walls, 
showers and tubs, shower curtains, mats, and floors. 

 Dust all surfaces as needed for visual cleanliness and to minimize allergic reactions. 
 Disinfect all plastic covered bunk mattresses. 
 Check in drawers, behind and under furniture, behind blinds, etc for lost items or trash. 
 Remove all trash from rooms. 
 Deliver all lost items to the Receptionist with information about where and when found. 
 Vacuum carpets and vacuum or sweep hard floors thoroughly so there is no visible dirt or 

lint. 
 Mop hard surface floors as needed to disinfect and or provide clean appearance. 
 Provide clean and neatly folded toweling in racks as applicable. 
 Thoroughly check for insects of all kinds and report findings to the Operations Manager 

immediately is invasive bugs are found. 
 Make beds with clean fresh linens making sure there are no stains, imbedded hairs, or 

anything that would cause a guest to question cleanliness and safety. 
 Fully open blinds or curtains to maximize brightness. 
 Turn off lights and ceiling fans when complete. 
 Lock all windows and exterior doors when complete. 
 Report all noticed issues requiring maintenance attention to the Receptionist daily.  This 

includes all items related to guest satisfaction, safety, job efficiency or effectiveness, or 
any other issue. 

 Report cleaning supply, linen, or equipment needs to Housekeeping Coordinator 
 Report all noticed issues requiring maintenance attention to the Housekeeping Coordinator 

or Operations Manager daily.  This includes all items related to guest satisfaction, safety, 
job efficiency or effectiveness, or any other issue. 

 Communicate work related ideas, problems, complaints, questions, etc, to the 
Housekeeping Supervisor or to Human Resources. 

 Other tasks as requested, within reasonable capabilities and demands, to provide the 
highest level of customer service possible. 
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Qualification Requirements: 
1. No previous work experience required if recommended by credible references. 
2. Must be able to maintain a cheerful, can-do attitude. 
3. Personal flexibility, understanding the hospitality ministry and working well with 

guests.  
4. The ability to function as part of a team whose primary focus of serving a living Christ 

in the context of a camping and retreating ministry. 
5. The ability to exemplify a Christ-like life in accordance with the goals, objectives and 

values of LAKEWOOD RETREAT. 
6. Set and maintain high standards of cleanliness (equal to or exceeding that of hotels 

commanding similar pricing). 
7. Willingness to give a lending hand in any aspect of Lakewood’s workload when 

situations dictate and if time and abilities permit.  
 
Personal Requirements: 

1. Must be 16 years of age or older 
2. Possession of a valid driver’s license preferred 
3. Must be able to demonstrate and verify responsibility and maturity 

 
Reasoning Ability: 

1. Ability to understand instructions furnished in written or oral form. 
2. Ability to determine and communicate when help is needed to meet acceptable quality 

and time constraints. 
 
Mathematical Skills: 

1. Basic math skills.  (addition, subtraction, multiplication, division, percentages, 
decimals) 

 
Language Skills: 

1. Ability to read and interpret documents such as instructions. 
2. Read, speak and understand English. 
3. Read, speak, and understand Spanish helpful but not required. 
 

Equipment and Machines used: 
1. Commercial washers and dryers. 
2. Operating and cleaning vacuum cleaners. 
3. Operating a golf cart 

 
Physical Demands: 

1. Able to stand, walk, kneel, sit, talk, use hands and fingers.   Able to balance, stoop, or 
reach.  

2. Able to lift up to 40 lbs, move furniture, climb a ladder, push and pull a vacuum. 
3. Able to see and read documents. 
4. Able to hear and communicate clearly. 
5. Able to write. 

 
Work Environment: 

1. Indoor / Outdoor setting. 
2. Cleaning bathrooms, motel rooms, lodges, bunk cabins, meeting rooms 
3. Generally working alone, but with interaction of other staff on 119 acre site. 
4. Using golf cart to travel to buildings in a remote and natural semi-wooded setting. 
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Problems and challenges of Position: 
1. Flexible time and weekend requirements. 
2. Outdoor travel and some non-air-conditioned work in generally hot, humid, and 

sometimes rainy conditions. 
3. Moderate physical demand. 
4. Vacuum cleaner noise. 
5. Working around cleaning chemicals and dust. 
6. Cleaning up after guests is germy and sometimes disgusting. 
7. Potential for interaction with insects, reptiles, and woods animals. 

 
Spiritual Qualifications: 

1. Has a sincere love for the Lord Jesus Christ and a desire to see campers come to know 
Him and grow in Him. 

2. Is in agreement with Lakewood Retreats’ philosophy and policies. 
3. Is eager to learn, loves campers, and shows a consistent walk with God. 
4. Is willing to forego personal “rights” for the common good of the camp and campers. 
5. Is flexible and able to work well with campers and other staff members. 
6. Views this employment position as a servant ministry. 
7. Has an attitude of diligence and excellence. 

 
 
Announcement: 
 Lakewood Retreat has an employment opportunity for a part-time Housekeeping 
Assistant.  Position requirements include all tasks associated with cleaning, preparing, and 
maintaining guest areas thoroughly and quickly including bedding areas, bathrooms, and indoor 
common areas.  Applicant must be at least 16 years of age, capable of moderate continuous 
physical activities, detail oriented, focused, and industrious.  In addition, the applicant must be 
able to work well with others, withstand time pressures, and abide by the policies of Lakewood 
Retreat in accordance with its Statement of Faith.  Hours will vary according to need to a 
maximum of 40 hours per week with probable weekend and holiday requirements.   Call 
Lakewood Retreat Christian Camp and Conference Center at 352-796-4097 for information or to 
get an application.  Visit our web-site at www.LakewoodRetreat.org to learn more about the 
ministry at Lakewood. 
 


