
 

 

 

 

 

 

 

 

 

 

 

 

 



Job Description 

 

 

Job Role:  Receptionist 

Department:  Front of House 

Reports to:  Front of House Manager 

 

Job Overview 

The Front of House Department is responsible ensuring that on all occasions guests are 
completely satisfied with their stay and that the service they receive meets or exceeds their 
expectations. The delivery of outstanding customer service to all guests is paramount to every 
task they complete. 

Duties and Responsibilities  

▪ Outstanding customer care at all times 
▪ Check-in and check-out. Telephone handling 
▪ Payment and foreign currency transactions. Cash handling 
▪ Ensuring all customer queries or requests are handled in a polite, efficient and courteous 

manner 
▪ Reservation handling when required 
▪ Wake up call requests and newspaper orders. 
▪ Maintaining all equipment and work areas, including key and cash security 
▪ Processing company loyalty card schemes according to guidelines 
▪ Maintaining a high level of hotel and product knowledge at all times 

Skills & Experience  

▪ Previous high volume hotel front office experience is preferable 
▪ Previous customer service experience is essential 
▪ A capability and commitment to delivering high levels of customer care 
▪ A smart and professional appearance 
▪ A positive attitude and excellent communication skills 
▪ Experience of working as part of a winning team 
▪ Ability to remain calm whilst under pressure 
▪ Computer literacy 
▪ Cash handling experience 

 

 

 

 



 

 

 

 

 

 

 

 

Job Description 

 

Job Role:  Food & Beverage Assistant  

Department:  Food & Beverage 

Reports to:  Food & Beverage Manager 

 

Job Overview 

We are looking for FT/PT Food and Beverage Assistants for different outlets of the Hotel 

(restaurant, bar, room Service). 

 As a F&B Assistant ensure checks are presented to all guests during service to secure full 

payment for all products and services offered. 

 

Duties and Responsibilities  

▪ As a F&B Assistant ensure checks are presented to all guests during service to secure full 
payment for all products and services offered. 

▪ Understand how to efficiently process payments, count floats for accuracy and enforce 
cash handling procedures. 

▪ Record covers in Micros properly and accurately post products consumed. 
▪ Maintain an honest operation when posting products and handling payments (cash, 

credit card, room charge, A&G charges). 
▪ Maintain and encourage a positive working environment. 
▪ Supports the team with up-selling features and be knowledgeable in your role 
▪ Respects colleagues and work closely with other associates to deliver memorable 

experiences 
▪ Actively participate in associate briefings and team meetings. 
▪ Assist the manager to drive Heartbeat (guest satisfaction) by providing consistent guest 

experiences. 
▪ Report positive and constructive guest feedback to the manager. 



▪ Constantly critique quality levels of service and product consistency, provide suggestions 
to the manager. 

 

Skills & Experience  

▪ An absolute commitment to delivering high levels of customer service 
▪ A positive attitude and good command of the English language due to guest interaction 
▪ Previous a la carte or fine dining experience preferred 
▪ Ability to work in a team environment 
▪ High level of personal presentation 


