HOTEL REMBRANDT, WEYMOUTH

JOB DESCRIPTION

Name:……………………………………..

Job Title: RECEPTION MANAGER
Responsible to: HOTEL MANAGER

OVERALL OBJECTIVES: 
To receive and welcome guests to the hotel. 

To maximise hotel revenue, occupancy and room rates. 

To co-ordinate, develop and motivate the Reception team. 

The upkeep and presentation of accounts, records and correspondence.

DUTIES AND RESPONSIBILITIES

•
Carry out duties and responsibilities as per ‘Receptionist’s Job Description’

•
To train and supervise all Reception staff and assist as required

•
Receive and register guests efficiently and courteously

•
Make sure all guest requirements are met professionally

•
Ensure all guest complaints/compliments are logged and reported
•
Checking out guests and receipt of payment

•
Operation of the switchboard

•
To prepare/oversee banking. Check transactions and complete daily business documentation

•
Ensure all weekly figures, statistics and records are maintained to hotel standard

•
Ensure all guest accounts are correct and presentable

•
Enter all relevant data on the computer and provide information as required

•
To give and receive shift handover

•
Ensure all reception staff are fully aware of daily and future events
•
To communicate and liaise with Best Western Revenue Management 
•
Ensure all reception staff are fully aware of all agreed rates, daily and future availability

•
Maintain close liaison and effective communication with all other departments

•
Conduct the training and induction of new staff

•
Undertake corrective training of existing staff, meeting specific training needs where appropriate and ensure that all training is documented on the training records

•
To actively promote guest relations and sales

•
To prepare staff rotas 

•
To attend any training as requested

•
To undertake such other duties as may be requested to ensure the overall smooth running of the department

•
Ensure staff are fully aware of fire and health & safety procedures

•
Ensure that the correct uniform and name badges are worn

•
Ensure that all accidents are recorded in the accident report book

•
Attend any meeting and training sessions as requested

•
Ensure all front of house staff have a courteous and helpful attitude towards guests and other staff at all times

•
Ensure guests and hotel property is secure at all times

•
To carry out regular competitors’ analysis 

•
To chair and minute monthly departmental meetings

•
To conduct departmental staff appraisals

•
Duty Management shifts as agreed with the Hotel Manager

CONSTRAINTS

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 Hotel Manager and/or Duty 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 ……………………………………………………

