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Job Title:



Receptionist
Responsible to:


Reception Manager/Front of House Manager
Key Liaison:
Internal Clients – Operational Departments, Finance

External Clients – Hotel Guests, Contractors, Professional Bodies 

Scope and Purpose of Role:

To work as part of the Reception team to ensure a smooth and seamless service is delivered and a high degree of guest care. 
Key Responsibilities:

1. To put the guest at the heart of everything you do, delivering high standards of service in a professional and friendly manner. 

2. Undertake guest check in and guest check out, including the rooming of guests, in line with company brand standards.

3. Ensure the capture of all revenue via Opera.  Run the early or late shift procedures and ensure all banking is correct and all accounting tasks are completed as required.  Report any discrepancies to the manager and in the shift handover.
4. To ensure you are fully competent and adhere at all times to the Fire, health and safety & security procedures of the reception department. Take action to address issues and report to your manager. 
5. To follow the cash & key security procedures of Hand Picked hotels at all times and report any discrepancies immediately to your Manager.
6. Recognise and skilfully act on, opportunities to enhance the guest experience through offering or suggesting appropriate hotel products and facilities. Maintain up to date knowledge of hotel facilities and promotions. 
7. Maintain awareness of energy conservation.  Address or report hazards and follow up maintenance requirements.  Attend training in safe systems of work for your role.
8. To assist with bedrooms and dinner reservations for the hotel, upselling where possible, in line with the company brand standards.
9. Maintain regular communication by attending and contributing to reception team meetings.  Provide effective handover to the day shifts and night shift.

10. Take responsibility for own personal development and complete online training modules/attend training sessions when required.
11. Adopt a flexible approach and assist in different areas of the hotel as business and guest needs dictate.   Carry out reasonable requests.

Context:

Balancing health, safety and security requirements with service and standards delivery and guest expectations.

This job description provides an outline of the major focus areas of the job role and is not exhaustive and subject to amendment from time to time.

I confirm that I have read and agreed this job description explaining the main duties of my job.

Job Holder:

Signed:
/Sign1/
Name:

/Name1/
Date:

/Date1/
Manager:

Signed:
/Sign2/
Name:

/Name2/
Date:
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