Hotel Receptionist & Hotel Assistant

Position: Receptionist & Hotel Assistant

Contracted Hours: 40 Hours a week

Working Days: 5 Days a week. Wednesday and Sunday are days off

Rota: Monday: 2pm - 10pm
Tuesday: 2pm - 10pm
Wednesday: Day Off
Thursday: 2pm - 10pm
Friday: 2pm - 10pm
Saturday: 12.30pm -8.30pm
Sunday: Day Off

REPORTS TO:

Line Manager —S Sivaraj

JOB OBJECTIVE:

To deliverfriendly and effective customer service, that creates awarm and welcoming atmosphere
for all our guests. The key aim of this positionistoretain and attract new customers and also

provide high levels of internal customerservice.

MAIN RESPONSIBILITIES:

Deliverexcellent customerservice atall times

Assistin keeping Hotel reception areaclean and tidy at all times

To update the shiftdiary during and at the end of shift detailing all important activities
carried out

To maintain and display excellent knowledge of local area

Deal withall enquiriesinaprofessional and courteous manner whetherinperson,
telephone, email and blackberry

Administerall reservations includinginvoicing, cancellations and no-shows, inline with
company policy ina promptand efficient manner

Keep up to date with current promotions and hotel pricing, to provide information to guests,
on request, whilst maximising bedroom and othersales opportunities

Fulfil all reasonable requests from guests to ensure their comfort, satisfaction and safety
Conductregularsecurity checks throughout the day and report any securityissuestoline
manager, ensure buildingislit correctly

Reportany maintenance issuesimmediately to line managerand update electronicshift
diary. Thisincludes maintenance forall furniture, fittings and equipment



e Providereports, asrequired, forhousekeepers and management

e ToinputtowardsHotel marketingstrategy and carry out marketing activity

¢ Beresponsible forevacuation, in cases of emergency, acting as first point of contact for
guestsand emergency services

e Maintaina personal knowledge by completingin-house and external training material when
provided. All training must be completed to a proficient standard

¢ Alwaysadhere to all company policies and procedures and licensing laws

e Attend, contribute and be involved with team meetings

e Carry out instructions when given by management and head office

¢ To conduct andrecord all fire safety weekly tests (assist)

e To performquarterlyrisk assessments for entire premises (assist)

e To monitorand re-stock vending machine

e Toassistwithlinenpreparation

e Toassistwhenrequired with housekeeping duties

e To be punctual and maintain a professional appearance and adhere to uniform policy

e To prioritise tasksinrelevance of importance

¢ To take ordersfor food and alcohol andif require assist with kitchen duties

Qualifications & Essential:

¢ To havean excellenttelephone mannerand communication skills
e To have an A-Cgrade GCSE in English or equivalent

e Tohavean A-Cgrade GCSE in Maths or equivalent

e To be able to use Microsoft Office 2007

e To be able touse Microsoft Excel 2007 Beginner Level

e To be able touse Email

e Tohavea reasonable graspof IT

¢ To have workedina Hotel or customerfacingrole

e Tobeabletosell

e Tobe punctual andreliable



