JOB DESCRIPTION

	POSITION
	Receptionist

	REPORTING TO
	Rooms Division Manager

	DEPARTMENT
	Rooms Division


The focus of this position is to meet with the specified standards, objectives and policies of ( name establishment )
Key performance Areas

OPERATION

	Staffing
	Ensure your daily attendance book is completed.

	Internal Communication
	Ensure minutes of meetings are well displayed for all staff to see.
Establish an effective system of communication between reception and all staff.

All activities sheets with rates to be available for guests and staff.

	Daily allocation of duties
	Prepare and update daily planner.

Distribute daily planner to all departments.

Print function sheets for department and file.

Print guest indemnities for arrivals.

Print welcome letters and place in rooms.

Prepare guest’s bills for check out

Check and allocate folios for guests checking out.

Check guests out.

Do daily cash up according to SOP

Consolidate guest feedback on a daily basis.

Print revenue report for GM on a daily basis.

Include calculations splits on revenue report.

Assist with curio stock takes as needed.

Any activities and extra tasks are allocated by the Rooms Division Manager for the day / week.

	Staff Dress Code
	To ensure that you are neat, clean and correctly dressed and equipped with the necessary items required for efficient work, thereby maintaining the highest standards and appearance and skills as required by company policy.

	Cleanliness
	To maintain an acceptable standard of cleanliness throughout areas of work.

Ensure the flower displays are watered every day and refreshed.

	SOPs and House Rules
	Be familiar with all operational manuals ( SOP ) and house rules.

Strict adherence of SOPs and House Rules in your department.

	Maintenance
	Report a maintenance issues in the Maintenance Book / Rooms Div Manager.
Report any delays to the General Manager

	Quality
	Absolute adherence to SOPs.

Any specific tasks received via the Quality Committee to be adhered to.


GUEST EXPERIENCE

	Enhancing the Guest Experience
	Ensure the day planner reflect all requirements of the functions sheets and notes.

Daily interaction with guests.

Offer assistance with sales of curio items.
Offer assistance with sales of activities and spa.

	Collection of Feedback
	Make sure you keep track of Reception related complaints and submit to GM.
Daily control sheet to be completed with Guest Questionnaire summary to GM.
Contact details of each guest to be included.


FINANCIAL

	Stock Take
	Assist with Curio stock take as required.

Assist with Reception stock take as required.

Monthly stock take done in accordance with SOP for equipment / stock.

	Cash Up
	Do daily cash up.

Hand in cash up according to Cash Up procedure.


HUMAN RESOURCES

	Training
	Attend Training as scheduled.

Ensure training attendance sheet is completed for all training attended.

	Staff Meetings
	Attend weekly reception meeting.

	Grievances
	Help with Investigating of staff grievances. 


GENERAL
	Set an example for your staff and offer leadership.

	Use your own initiative, cope in an emergency, accept change and keep up to date with new technology.

	Ensure that any first aid or fire action is taken speedily as required.

	Ensure maximum security in all areas under control.

	To wear full uniform when on duty as specified on Uniform Standards Policy

	Be punctual

	To be available to work extra time

	To be familiar with rules and regulations and security procedures

	Attend management meetings as requested.

	To perform any other reasonable duties as prescribed by the management


