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Front Office Vacancy
Position: 
Night Auditor/Porter 

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 Night Auditor/Porter will be required to assist, coordinate the smooth operation of the hotel during the night shift, ensuring high quality customer care and satisfaction is delivered at all times.  

	USUAL PLACE OF WORK


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


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


· Ensures compliance with all policies, standards and procedures.
· Opens and closes Night shifts and ensures completion of assigned shift checklist and other duties. 
· Runs and reviews critical information contained in Night Audit reports.
· Understands the functions of AYS and Concierge/Guest Services operations.
· To inform the Night manager/Finance department of any inaccuracies found.
· Participates in department meetings and continually communicates a clear and consistent message regarding the Night department goals to produce desired results.
· Ensures that guest service, operational needs and financial objectives are met.
· Understands night audit procedures and is able to comprehend and utilize reports as necessary. 
· Understands and complies with loss prevention policies and procedures.
· Ensure that all necessary measures are taken for the security of monies, floats, keys and safety deposits and ensure that all stocks are accounted for 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 procedure

· To set-up Conference rooms and ensure they meet the Marriott Brand Standard Guidelines. 
· To ensure all areas of night Front Desk duties and night Food & Beverage service are carried out to the required brand standard. 

· To carry out all cleaning duties as required

· To assist the hotel meets all relevant fire, life safety and health and safety regulations and brand requirements

	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







