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Front Office Vacancy
Position: 
Front Office Associate 

Annual Leave:
22 days per annum plus statutory bank holidays (pro rata)
	


Closing date:
6th August 2010 
	ROLE


Reporting to the Front Office Manager, the Front Desk Associate will be required to provide an efficient reception service, ensuring high quality customer care and satisfaction is delivered at all times. Ensuring the Front Office Department operates within the brand standard guidelines. 

	USUAL PLACE OF WORK


· Lingfield Park Marriott Hotel & Country Club
	HOURS OF WORK AND CONTRACT TYPE


· 40 hours per week, based on 5 working days out of 7 
· Flexibility towards hours of work is a prerequisite of this employment 
	DUTIES


· To ensure Front Office Department operates within the brand guidelines, utilising SOP manuals.

· To ensure a consistently high level of customer care is delivered at all times.

· To ensure efficient check in, check out, room account settlements are performed to the brand requirements.

· Adhere to the hotel’s cash handling procedures.

· Abide by relevant fire and health and safety procedures.

· To assist with reservations and nights as required.

· To ensure high quality communication is in place in the hotel.

· Work flexible hours on a shift basis, including night shift, in accordance with the departmental rota.

· Assist in the training of new employees when required.

· Protect guest and associate security by never revealing any personal information, room numbers, addresses, telephone numbers etc. unless authorised by a manager.

· Develop a basic knowledge of the Marsha reservation system.

· At all times strive to represent the Marriott in the most professional, courteous and efficient manner possible.

· Understand the Hotel’s Fire and Safety procedures.  To undergo training in all fire and security measures every quarter.

· Ensure the cleanliness and neatness of the Front Desk, Guest Internet Station and back offices.

	SKILLS & QUALITIES


Experience: 
· To be able to use Opera Front Office PMS.

· To be able to use Marsha, the global reservations system. 

· Minimum of 1 year experience on nights.
· Branded hotel background an advantage.

· Influencing Skills.

· High level of interpersonal skills.

Personality:

· Excellent communicator.

· Works well under pressure.

· High level of negotiating skills.

· Customer service focused (internal and external).

· Organised, systematic and process driven.

· Flexible. 

	


All applications, with CV and covering letter stating current salary expectations to be sent to Anne Graziano, Deputy HR Manager, Lingfield Park, Racecourse Road, Lingfield, Surrey RH7 6PQ or agraziano@lingfieldpark.co.uk.  
LINGFIELD PARK IS AN EQUAL OPPORTUNITIES EMPLOYER







