HOTEL REMBRANDT, WEYMOUTH

JOB DESCRIPTION.

NAME: …………………………………………………..

JOB TITLE:  DEPUTY GENERAL  MANAGER

RESPONSIBLE TO: GENERAL MANAGER.
OVERALL OBJECTIVES: 
To assist the General Manager and to contribute in providing a professional, efficient and quality driven service within all departments. 

DUTIES AND RESPONSIBILITIES.

· To deputize for the General Manager in his absence

· To lead and supervise those Heads of Departments as assigned by the General Manager

· To assist the General Manager with the smooth operation of all the departments within the hotel

· To assist the General Manager with the responsibilities over the continuous and consistent delivery of quality service in co-operation with Heads of Departments

· In conjunction with the General Manager to assist in the recruitment and training of staff

· Assist the General Manager in the implementation of all Human Resources Policies and Procedures and address Disciplinary matters as required 

· Report to the General Manager and/or the Directors all matters concerning with health & safety and maintenance

· Be directly involved in the promotion of all the hotel’s services and strive to increase sales and profits

· To lead and complete ‘tasks and projects’ as agreed with the General Manager

· To assist the General Manager, the Conference & Events Co-ordinator and the Functions Director with the bookings, follow ups and administration of all events within the hotel 

· Ensure all guest complaints are logged, followed up and reported to the Heads of Departments and the General Manager
· To attend any training as requested
· Ensure staff are fully aware of fire and health & safety procedures
· Ensure that staff wear the correct uniform and name badges 
· Ensure that all accidents are recorded in the accident report book
· Attend any meeting and training sessions as requested
· To conduct departmental staff appraisals
· To carry out Duty Management shifts as agreed with the General Manager

CONSTRAINTS

Purchasing and major expenditures, apart from every day’s needs, remain the sole responsibility of the General Manager.

No drinking of alcohol whilst on duty. 

Smoking only permitted in designated areas, which, due to the structure of the hotel may change from time to time. 

Access to public areas whilst off duty is only permitted with prior authorisation from the General Manager. 

Mobile phones must be switched off and not used in public areas during working hours. Personal calls can only be made during breaks. 

Use of gambling machines whilst on hotel’s premises is forbidden.

Constraints may change from time to time, see staff notice board for updates.

Whilst every effort has been made to ensure details of this job description are correct, due to the peculiar requirements of the hotel & catering industry, this list cannot be exhaustive.  Therefore, the jobholder may be required from time to time to carry out tasks as reasonably required by the Management.

Name of employee ………………………………………

Date …………………..

Signature ……………………………………………………

Supervisor/Manager …………………………………….

Date …………………..

Signature …………………………………………………
