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FRONT	  OFFICE	  MANAGER	  

This is a professional salary position, responsible for the overall front office operation and guest experience. Hospitality-oriented and in the 
forefront of customer service. Duties include coordinating reservations and accommodations, managing front desk staff, concierge, 
bell/parking/valet/shuttle services, and managing guest relations. This position requires knowledge of accounting skills, and computer skills. 
Responsible for directing and administering Front Office operations and other accounting duties as assigned by the Controller or General 
Manager in the hotel's continuing effort to deliver outstanding guest service and financial profitability. 
 
As a Manager of Front Office, you would be responsible for managing, directing and coordinating all activities of the Front Desk, Reservations, 
Night Audit, Telephone, Bell/Valet and Concierge Services areas. Participate as needed to ensure guest satisfaction. Work with all departments 
to meet guest expectations. Interview, train, supervise, counsel, schedule and evaluate Team Members. Accountable for the effortless and 
seamless movement of guests in and out of the hotel providing exceptional levels of guest service through the guests stay. Act as Manager on 
Duty on occasion and respond to emergency calls.  All other duties as assigned. 
 
 
WORKING RELATIONSHIPS: 
1.Reports directly to the General Manager 
2.Supervises All Front Office staff 
3.Must maintain excellent working relationship with other departments, employees, and guests. 
4.Interfaces daily with the public 
 
MINIMUM PERFORMANCE REQUIREMENTS: 
Must have strong customer service skills.  This position requires advance knowledge of accounting skills, and computer skills. Must have 
excellent leadership skills. Ability to work effectively, independently and as part of a team.  Must have excellent business communication skills 
and strong time management skills. Ability to share or divide attention among several on-going activities, projects or assignments. Ability to 
interpret and explain company policies and procedures to others.  Ability to comply with all policies and procedures including but not limited to 
appearance, attendance, health and safety policies. Ability to adjust or balance the size of staff on a daily basis in order to maximize revenue 
and control labor costs without minimizing customer service.  Ability to plan promotional or incentive programs for employees.  Ability to obtain 
support for ideas and actions from subordinates, peers, or superiors in order to accomplish a task or goal.  Able to identify circumstances or 
incidents that require the notification and/or approval of others.  Ability to do the work of those supervised.  Must be able to work flexible hours 
including evenings, overnight, weekends, and holidays.   
 
 
REQUIRED EXPERIENCE: 

• Minimum of two years Front Office Management Experience 
 

 
Job Type: Full-time 
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