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TEMPLATE JOB DESCRIPTION – HOUSE MANAGER

(Please amend or delete sections as appropriate)
Job Title: House Manager
Location: [Estate / Residence Name / Location]
Employment Type: [Full-time / Live-in / Live-out]
Reports to: [Principal / Estate Manager]

Overview of the Role

The House Manager will oversee the smooth and efficient running of the household. The role includes supervising staff, coordinating contractors, managing household budgets, ensuring high service standards, and supporting the Principal in day-to-day household operations. The property includes [main house / guest houses / grounds / additional properties] (delete or amend as relevant).

Key Responsibilities

(Delete any responsibilities that do not apply)

Staff Management
· Supervising and supporting household staff
· Creating staff rotas and schedules
· Recruiting, training, and onboarding new staff (if applicable)
· Conducting reviews and maintaining performance standards

Household Operations & Standards
· Ensuring the home is presented to the highest standards
· Overseeing cleaning, laundry, housekeeping, and service standards
· Managing household manuals, SOPs, and maintenance logs
· Conducting regular walk-through checks

Contractor & Supplier Management
· Scheduling and supervising tradespeople and maintenance teams
· Managing supplier relationships and negotiating contracts
· Overseeing gardening, security, and external services

Administrative Tasks
· Household budgeting, petty cash, and invoice management
· Maintaining inventories and stock levels
· Managing household accounts, utilities, and insurance
· Coordinating vehicle servicing, MOTs, and renewals

Event & Guest Management (Delete if not required)
· Organising private dinners, events, parties, and shoots
· Coordinating guest stays and special requests
· Ensuring smooth logistics and service delivery

Security & Compliance
· Managing household security systems and protocols
· Liaising with security staff (if applicable)
· Ensuring confidentiality and protecting family privacy

Travel & Multi-Residence Support (Delete as appropriate)
· Preparing residences ahead of family visits
· Coordinating staff or supplies across multiple homes
· Supporting domestic or international travel logistics


Person Specification

Essential
· Experience managing private households or luxury hospitality teams
· Excellent leadership, communication, and organisational skills
· Strong multi-tasking ability with a calm, solution-focused approach
· High standards of presentation and service
· Discreet, professional, and dependable

Desirable
· Experience working for UHNW families or estates
· Project management background
· Event coordination experience
· Driving licence
· Tech-savvy (property systems, smart devices, apps)

Working Hours & Benefits
· Hours: [Insert hours]
· Salary: [£X – £X DOE]
· Accommodation: [Details if live-in]
· Holidays: [Insert entitlement]
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