Job Title:

ASSISTANT FRONT OFFICE MANAGER        
Responsible to:

Front Office Manager/General Manager    

Location:
40 Hope Street, Belfast, BT12 5EE
Hours of Work:

40 hours per week

Purpose of Job:
The Assistant Front Office Manager is responsible for the overall management of the front office in liaison with the Front Office Manager, to ensure a high standard of customer service from the reception, reservations, concierge and switchboard areas.

Qualification/Experience:
Essential
· Experience within an Assistant Front Office Manager role

· 5 GCSE’s at grade C or above including English or equivalent qualification

· Good communication and listening skills

· Proven experience of leading and managing others

· Customer Service experience 

Desirable
· Experience within the hospitality industry
· 3rd level qualification
Main Duties:

· Be aware of daily arrivals and to ensure proper planning is in place to ensure guest expectations are met.

· Liaise with the accounts department to ensure the up to-date and accurate preparation of bills on a daily basis. To ensure all credit limits are maintained and to prepare end of month reports and any other statistical information as required.

· Work closely with the Housekeeping Manager to ensure a consistency of communication is maintained (room moves/housekeeping daily requests etc.). 

· Assist with the allocation of VIP rooms and ensuring house keeper is fully informed.

· Assist with the preparation of statistical, performance and forecast on a monthly basis and to assist in the preparation of budgets for the front office department.

· Establish and maintain standard operational procedures for the front desk.

·  Oversee, co-ordinate and communicate with all front office personnel to ensure optimum occupancy and average room rate for the purpose of maximising revenue.

· Undertake the role of Duty Manager according to the Mangers roster thereby ensuring the smooth running of the hotel in all areas.

· Maintain a close working relationship between sales, reservations and front office.

· Carry out company's customer relation policy and communicate hotel services to guests.

· Wear clean, suitable uniform and name badge at all times and to ensure that the reception and concierge team are adhering to the uniform policy.

· Ensure a high standard of personal hygiene and grooming for all reception and concierge staff.

· Actively participate in any training and personnel exercises designed to improve standards and performance levels.

· Ensure that all front office staff are trained in the correct standards for the Hotel, and to actively participate in staff training and development, including conducting training needs analysis for the department.

· Deal with guest complaints in a friendly and efficient manner ensuring guest satisfaction at all times

· Assume responsibility for the completion of rosters and holiday lists for all full and part time staff and complete wage timesheets in an accurate and timely fashion.

· Ensure departmental compliance with Personnel procedures and administration requirements and assist in the maintenance of Personnel Files as required.

· Upkeep of the equal opportunities policy to ensure that there is a neutral working environment

· Keep staff/work areas tidy, safe and report any hazard, accident, loss or damage to management and observe all requirements under Health & Safety at Work legislation.

Note: 

* The above is not intended to be an exhaustive list and you will be expected to comply with any reasonable requests or duties directed by management.

