Job Description – Manager

Title:					Hotel Manager
Responsible to:			Hotel Owner
Responsible for:			All employees of the hotel.
Main Purpose of the Job:	To ensure the hotel operates efficiently and effectively at all times and provides our customers with excellent 
		quality products and services.
Main Duties:

1. To achieve sales targets as agreed with Managing Director/Hotel/Guesthouse Owner.
2. To achieve a Gross Profit margin and Net margin as agreed with Hotel/Guesthouse Owner.
3. To control overheads as per Annual Budget.
4. To ensure Management Team have been set targets on Sales, Gross Profit, Wastage and to agree such with them.
5. To ensure Management Team are trained appropriately and to the highest standard.
6. To ensure presentation of entire hotel is of the highest standard at all times.
7. To control Stocktaking procedures.
8. To ensure Customer Care Service in the entire hotel/guesthouse is of the highest standard.
9. To encourage a good working relationship with all staff and with local community.
10. To hold regular communication meetings with management and staff.
11. To develop members of staff and the management team through the use of Appraisals, Training and Development Promotion etc.
12. To have an in-depth knowledge of all legislation as it pertains to this hotel/guesthouse, in particular, Health and Safety Regulations, Employment Legislation etc..
13. To be aware and implement all information that relates to the hotel/guesthouse which helps to gain efficiencies in operation.
14. To attend relevant conferences and seminars as directed by Hotel/guesthouse Owner.
15. To seek opportunities to develop yourself in relation to technical training and professional development.

Approved by: …………………………….		Date: ………………………………
		Hotel Owner

Received by: ……………………………..		Date: ………………………………
		Hotel Manager
Job Description – Assistant Manager


Title:					Assistant Manager
Responsible to:			Hotel Manager
Responsible for:	All employees as directed by Hotel Manager
Main purpose of the Job:	To ensure the hotel operates efficiently and effectively at all times and to conclude any other duties as directed to you by the Hotel Manager.
Main Duties:
1. To ensure presentation of the hotel is of the highest standard at all times.
2. To ensure level of hygiene is of the highest standard throughout the hotel and compliance by all staff members to the same.
3. To ensure a good working environment exists within the hotel.
4. To communicate the required operating standards to all staff members and ensure they understand and implement such standards at all times.
5. To ensure the highest standard of customer service is provided to all customers.
6. To ensure stock-taking procedures are adhered to and weekly targets are achieved.
7. To conduct regular staff meetings.
8. To liase with the management team so as to ensure that weekly gross profit, net profit and sales targets are achieved.
9. To monitor department overheads so as to ensure budgets are adhered to, including wages.
10. To assume hotel manager responsibilities in their absence.
11. Have in-depth knowledge of all Health & Safety regulations and how they relate to the hotel.
12. To conduct any other duties as directed by Hotel Manager.
13. To seek opportunities to develop yourself in relation to technical training and professional development.

This job description is not intended to be exhaustive and may be added to in the future depending on the needs of the business

Approved by: …………………………	Date: ……………………………….
		Hotel Owner/Manager

Received by: ………………………….	Date: ……………………………….
		Assistant Manager

Job Description – Supervisor

Title:					Supervisor
Responsible to:			Hotel Owner/Hotel Management
Responsible for:	All employees of your team as directed by Management
Main Purpose of the Job:	To ensure your team members operate efficiently and effectively at all times and provide our customers with an excellent service.
Main Duties:
1. To oversee and ensure the smooth running of your department’s operations.
2. To draw up and control staff rosters.
3. To handle customer queries, requests and complaints according to the hotel’s procedures.
4. To ensure staff dress and appearance is according to company policy.
5. To have an in-depth knowledge of appropriate legislation to perform your job competently i.e. Health & Safety Regulations, Employment Legislation and Consumer Law.
6. To manage and maintain personnel records for staff members.
7. To ensure proper liaison between staff and management.
8. To ensure that the highest standard of customer care is given to all our customers.
9. To monitor customer complaints in liaison with staff manager.
10. To attend regular management meetings and hold regular staff meetings.
11. To assist in the induction, training and development of staff in the hotel.
12. To ensure company rules, policies and procedures are adhered to.
13. To ensure the adequate timekeeping and attendance of staff members.
14. To attend any training or development programmes as directed  by hotel management.
15. To carry out any other duties as directed by hotel management.

This job description is not intended to be exhaustive and may be added to in the future depending on the needs of the business

Approved by: …………………………….	Date: ………………………………
		Hotel Manager

Received by: …………………………….. 	Date: ………………………………
		Supervisor

Job Description – Trainee Manager

Title:			Trainee Manager

Responsible to:	Hotel Owner/Hotel Management
 
Hotel management are accountable for providing a programme of development for trainees, so that they progress and are competent managers within 18 months.

Responsible for:	Receiving training in all aspects of the operation of your hotel, and detailed experience in individual departments throughout the hotel.  Be accountable for managing staff and in ensuring customer care standards are delivered to the highest standard.
Main Duties:
1. To be accountable for your own personal development and to be proactive in seeking opportunities for your development.
2. To actively participate in all training and development initiatives, and performance assessments.
3. To ensure presentation of hotel is to the highest standards at all times.
4. To ensure hygiene standards are maintained as per agreed procedures.
5. To ensure all staff members wear uniforms correctly at all times.
6. To ensure closing down procedures are carried out efficiently and effectively  in all departments within the hotel.
7. To familiarise yourself with all aspects of supply procedures – ordering, delivery procedures, stock rotation and control procedures.
8. To attend staff meetings.
9. To ensure the highest standard of Customer service is given to all customers.
10. To comply with all company rules, policies and procedures.
11. To familiarise yourself and comply with all Health & Safety Regulations as they pertain to the hotel and report any breaches of such to management promptly.
12. To perform any other duties as may be directed by management from time to time.
This job description is not intended to be exhaustive and may be added to in the future depending on the needs of the business

Signed by: …………………………….	Date: ………………………………
		Manager/Sponsor

Signed by: …………………………….	Date: ………………………………
		Trainee Manager
Job Description – General Assistant

Title:				General Assistant

Responsible to:		……………………………………..

Main Purpose of Job:	To perform all assigned duties


Main Duties:	

1. To perform Accommodation, Waiting, and general cleaning duties.
2. To perform any other duties in the kitchen or reception areas which may be directed by management.
3. To carry out our Customer Relations Policy.
4. To communicate our services and facilities to guests as required.
5. To deal with any customer complaints in a professional manner and to notify management of these.
6. To ensure a high standard of personal hygiene and grooming.
7. To wear the relevant uniform as directed by management at all times.
8. To ensure that all reasonable care is taken for the health and safety of yourself, other employees, guests and other persons on the premises.
9. To attend fire drills.
10. To observe all safety procedures and rules.
11. To ensure that all materials and equipment are not left in a hazardous state.
12. To report and where possible action on incidents of accidents or damage.
13. To attend all training courses as notified to you by management.
14. To perform any other duties as directed by management from time to time.

This job description is not intended to be exhaustive and may be added to in the future depending on the needs of the business

Approved by: …………………………….	Date: ………………………………
		Hotel Manager


Received by: …………………………….. 	Date: ………………………………
		General Assistant



Job Description – Bar Person


Title:					Bar Person

Responsible to:			………………………………….

Main Purpose of the Job:	To provide a friendly and efficient service within the Bar, dispensing orders accurately, with courtesy to the standard required according to legislation.
Main Duties:

1. To report for duty on time and in the correct uniform.
2. To ensure that the bar area is kept clean at all times.
3. Follow rigidly and observe all hygiene regulations.
4. Ensure the accuracy of all floats by checking them and reporting irregularities.
5. You are responsible for the efficient dispensing and serving of drinks and food if required.
6. To carry out our Customer Relations Policy.
7. To communicate our services and facilities to guests as required.
8. To deal with any customer complaints in a professional manner and to notify management of these.
9. To ensure that the guests needs and requirements are met.
10. To ensure a high standard of personal hygiene and grooming.
11. To ensure that all reasonable care is taken for the health and safety of yourself, other employees, guests and other persons on the premises.
12. To attend fire drills.
13. To observe all safety procedures and rules.
14. To report and where possible take action on incidents of accidents or damage.
15. To attend all training courses as notified to you by management.
16. To carry out any other duties as may be notified to you by management.

This job description is not intended to be exhaustive and may be added to in the future depending on the needs of the business

Approved by: …………………………….	Date: ………………………………
		Manager/Supervisor

Received by: …………………………….. 	Date: ………………………………
		Bar Person

Job Description – Waiting Staff

Title:				Waiting Person

Responsible to:		……………………………………

Main Purpose of Job:	To ensure the cleanliness and order, correct mis-en-place and set up of the restaurant prior to service, ensuring the guests are warmly greeted, orders are taken efficiently and served to a high standard to ensure guest satisfaction.
Main Duties:

1. To report for duty on time and in the correct uniform.
2. To ensure that the restaurant is fully prepared for service.
3. To follow rigidly and observe all hygiene regulations.
4. To ensure that all meals are served efficiently, with the minimum of fuss or delay.
5. To carry out our Customer Relations Policy.
6. To communicate our services and facilities to guests as required.
7. To deal with any customer complaints in a professional manner and to notify management of these.
8. To ensure that the guests needs and requirements are met.
9. To ensure a high standard of personal hygiene and grooming.
10. To ensure that all reasonable care is taken for the health and safety of yourself, other employees, guests and other persons on the premises.
11. To attend fire drills.
12. To observe all safety procedures and rules.
13. To report and where possible take action on incidents of accidents or damage.
14. To attend all training courses as notified to you by management.
15. To carry out any other duties as may be notified to you by management.

This job description is not intended to be exhaustive and may be added to in the future depending on the needs of the business

Approved by: …………………………….	Date: ………………………………
		Manager

Received by: …………………………….. 	Date: ………………………………
		Waiting Staff
Job Description – Accommodation Assistant

Title:				Accommodation Assistant

Responsible to:		………………………………………..

Main purpose of job:	To ensure the smooth and efficient cleaning and servicing of the premises – it’s rooms, bathrooms, corridors, public areas and toilets, presenting a clean and fresh environment to approved standard for the guests.


Main Duties:

1. To report for duty on time and in the correct uniform.
2. To service the rooms allocated to you each day to the appropriate standard.
3. To carry out extra duties as notified to you each day.
4. To hand in all lost property at the end of the day and to notify management immediately of any theft from rooms.
5. To carry out our Customer Relations policy.
6. To communicate our services and facilities to guests as required.
7. To deal with any customer complaints in a professional manner and to notify management of these.
8. To ensure that the guests needs and requirements are met.
9. To ensure a high standard of personal hygiene and grooming.
10. To ensure that all resonable care is taken for the health and safety of yourself, other employees, guests and other persons on the premises.
11. To attend fire drills.
12. To observe all safety procedures and rules.
13. To report and where possible take action on incidents of accidents or damage.
14. To attend all training courses as notified to you by management.
15. To carry out any other duties as may be requested by management from time to time.

This job description is not intended to be exhaustive and may be added to in the future depending on the needs of the business

Approved by: …………………………….	Date: ………………………………
		Hotel Manager

Received by: …………………………….. 	Date: ………………………………
		Accommodation Assistant

Job Description – Chef


Title:				Chef

Responsible to:		………………………………………..

Main purpose of Job:	To ensure the cleanliness of the kitchen is in line with Food Hygiene Regulations and to ensure that food preparation and production are carried out to the highest standards to ensure customer satisfaction.
Main Duties:

1. To report for duty on time and in the correct uniform.
2. To prepare and produce food for the area which you are assigned and to the agreed standards in conjunction with the other chefs.
3. To minimise wastage.
4. To ensure all necessary mis-en-place are ready prior to service.
5. To follow rigidly and observe all hygiene regulations.
6. To carry out our Customer Relations Policy.
7. To ensure that the guests needs and requirements are met.
8. To ensure a high standard of personal hygiene and grooming.
9. To ensure that all reasonable care is taken for the health and safety of yourself, other employees, guests and other persons on the premises.
10. To attend fire drills.
11. To observe all safety procedures and rules.
12. To report and where possible take action on incidents of accidents and damage.
13. To attend all training courses as notified to you by management.
14. To carry out any other duties as may be notified to you by management.

This job description is not intended to be exhaustive and may be added to in the future depending on the needs of the business

Approved by: …………………………….	Date: ………………………………
		Hotel Manager

Received by: …………………………….. 	Date: ………………………………
		Chef


Job Description – Reception


Title:				Receptionist

Responsible to:		………………………………………………

Main purpose of Job:	To ensure the smooth and efficient running of reception.

Main Duties:

1. To greet guests on arrival and at all times in a warm, welcoming, professional and friendly manner.
2. To carry out our Customer Relations policy.
3. To communicate our services and facilities to guests as required.
4. To deal with any customer complaints in a professional manner and to notify management of these.
5. To ensure that the guests needs and requirements are met.
6. To ensure a high standard of personal hygiene and grooming.
7. To wear the relevant uniform as directed by management at all times.
8. To ensure that all reasonable care is taken for the health and safety of yourself, other employees, guests and other persons on the premises.
9. To attend fire drills.
10. To observe all safety procedures and rules.
11. To take all reservations and ensure that all changes are correctly posted to bills.
12. To answer the switchboard in a warm and friendly manner and to take messages as required.
13. To become familiar with all other procedures for reception which the property requires.
14. To report and where possible take action on incidents of accidents or damage.
15. To attend all training courses as notified to you by management.
16. To carry out any other duties notified to you by management.

This job description is not intended to be exhaustive and may be added to in the future depending on the needs of the business

Approved by: …………………………….	Date: ………………………………
		Hotel Manager

Received by: …………………………….. 	Date: ………………………………
		Receptionist
 (
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