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Job Title - Reception Supervisor
Responsible to: Front of House Manager



Department: Front of House




Location: Manchester Conference Centre and Days Hotel




Personal Attributes:

Essential



Desirable

Excellent personal presentation.   
Front Office Supervisory Experience  

Good communication skills.         
Proven experience in leading a team      
  


Previous Reception Experience.
Proven ability to prioritise 

Excellent leadership skills            
A passion for delivering exceptional levels of  

Guest service.
Qualifications:
GCSE in Maths and English minimum 


Other Qualities: 
Calm, efficient and organised 

Overall Purpose:
To control the resources, and assist in managing the process and cultivate the understanding of the reception department in the hotel.  Assist in managing the day to day operation of the hotel, and to develop a culture of rapport with our guests.
Key Duties/Responsibilities
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Financial

· Work to, and ensure the team work to, budgeted actions and targets set by Senior Management. 

· To assist the Reception Manager in the preparation of targets and budgets.

· To ensure stock security and control of expenditure is maintained at all times.

· To complete checks of stock of equipment and stationary necessary for the smooth running of the department and standards. 

· To compile and manage the department’s rotas and timesheets in line with forecasted business in absence of Reception Manager.    

People

· To assist with training and development for employees in all operational procedures.

· To develop a close working relationship with all departments, colleagues and managers to ensure guest expectations are met.

· To develop strong working relationships with all customers in order to exceed their expectations and generate business for the future.

· To foresee and make provision for peaks and troughs in staff levels so that staff shortages are not a common factor.

· To assist Reception Manager in introducing, developing and maintaining a pool of staff that will help us cover all eventualities.

· To ensure the development of all employees within the department to continue to deliver and improve upon the service we offer.

· In absence of Reception Manager, to ensure interview and selection is carried out in a professional manner and the senior manager conducts those final interviews. 

· To provide a programme of basic training for all new members of staff and to communicate performance and development issues on a regular basis.

· To ensure that all training activity is recorded and evaluated.

· To use time strategically to be present in the department to monitor, coach and control where necessary to improve efficiency and performance.

Service and Product

· To maintain levels of service that consistently exceeds the expectations of our guests.

· To understand the importance of styling, cleanliness and language in the department to ensure the correct ambience is maintained at all times, and to work to the Standard Operational Procedures at all times.

· To be responsible for the inspection and maintenance of all public areas within the hotel, and with the maintenance department, ensure the highest standards are met.

· To ensure that all department safety and security procedures are adhered to and reviewed consistently.

· To ensure knowledge of product, client relationships and services is maintained and communicated to all relevant personnel.

· To evaluate performance and standards on a regular basis in order to recognise challenges for the future.

· To ensure effective daily communication with housekeeping, Reservations, and the management team.

General

· To ensure all statutory regulations are adhered to and to ensure that all employees are trained to uphold the conditions of our licenses.

· To undertake any reasonable requests made of you by the company including flexibility in hours, location and responsibilities.

· To accept responsibility for the hotel when scheduled to do so as a Duty Manager
· To work to the Hotel Priorities
· Be willing to help other departments of the hotel wherever possible and to understand the flexibility required when business levels peak and trough, to deliver the best possible service
· To ensure that all-statutory regulations are observed and that the department comply with these requirements
· To comply with all policies and procedures as written in the staff handbookTo carry  out any other duty deemed necessary by management
· Any other tasks deemed necessary.  

Agreed___________________________________________ 

Date_______________________

Signature_________________________________________
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