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Carfax Hotel
Combined Job Description, Terms & Conditions, and Person Specification

Job Title


Receptionist
Date Last Updated 
1.06.2010

Job Description
Overall Purpose:
To provide a reception service for visitors to the Hotel.
To maximise room occupancy, room yields and ancillary hotel services for conferences and meals.
Responsible to:
Duty Manager / Manager

Duties and Responsibilities:

· Prioritise sales telephone calls and deal with visitors at the hotel reception.
· Receive messages for guests and deal with general enquiries.
· Assist with guest luggage where required.

· Ensure the security system and procedures are maintained.

· Accept and process bookings, individual, group and conference by telephone, internet web site, fax, e-mail and desk.

· Welcome guests and ensure registration requirements are met.

· Process and balance cash/credit transactions daily and if required prepare for banking

· Balance cash floats and petty cash.
· Balance to End of Shift / End of Day/End of Month reports.

· Post and account for all charges using the Reservation system.

· Issue invoices as directed and process Ledger accounts.

· Update statistical information, logs and records as required.
· Assist with monitoring advanced reservations, web site and customer data bases and status on advance reservations.
· Word Process correspondence and other documents as required.   

· Assist with general hotel duties where necessary. 

· Work as part of the staff team within the hotel to ensure centre’s overall aims are achieved.

· Undertake training as deemed necessary. 
· Undertake other duties as required for the effective running of the Hotel.
.

Terms and Conditions of Employment


The Salary for this post is basic salary £12,697.56 there are two incremental point above the basic salary awarded in two annual increments bringing the salary to £14,214.88 subject to review. Salaries are also reviewed annually for a cost of living increase April 1st.  There is a further opportunity to act as relief duty manager for which an additional payment will be paid subject to a further probationary period and the appropriate level of skills.

Hours and Holidays

The hours are 37.5 minimum hours per week 5 days average per week over a four week rota basis. The receptionist works one of the three shifts per day as follows:- 7.00 am to 3.30 pm;  a mid afternoon shift from 12 to 8 pm finally the evening ‘sleep in’ shift  from 8 pm to 12 pm and then sleep in the hotel until 7 am the next morning (this is currently under review) . Occasionally to cover holidays and absences there is a 3.30 pm to 11 pm. (all shifts includes unpaid meal breaks). Each receptionist is expected to do a minimum of one ‘sleep-in’ shift per week and can be asked to do two but this would be the only shift of the day. An additional payment currently  £21.75 per night is paid if this is an addition to a 7 hour shift. There is also a requirement for weekend working on a 4-week rota basis with one weekend off in four. 
The Initial Holiday Entitlement is for 5 weeks per annum and time off in lieu or a day’s pay for Bank holidays worked. Additional days are awarded for long service up to 6 weeks per annum.

Probationary Period

It is the policy of the Salvation Army to offer the successful candidate a trial period of four months’ employment in the first instance. Upon successful completion of the trial period confirmation of employment will be given.

Equal Opportunities 

An Equal Opportunities Policy is in operation for the benefit of all employees and applicants. The Salvation Army is committed to the development of policies to promote equal opportunities in employment. It aims to ensure those employees or any individuals with whom it deals should receive no less favourable treatment on the grounds of race, sex or disability. 

Pension 

On confirmation of permanent status after the satisfactory completion of the probationary period employees working at least 8 hours per week, aged 18 -60 years are offered the opportunity to join The Salvation Army Employees’ Pension Fund.  The contributions are fixed at 4 % of total salary. Any member may make additional contributions up to the maximum allowed by the Inland Revenue.  There is an opportunity to pay Additional Voluntary Contributions (AVC’s) of which the Salvation Army will match up to 4 % of Salary of the Additional contributions paid.

Parking Facilities/Transport

It is regretted that there is no parking on the premises or allocation of resident parking permits for members of staff. There is zone parking for residents only around the premises so that free parking in the area is limited to streets on the outer regions of the area. There are nearby car parks where season tickets may be purchases but this is the responsibility of the member of staff. An interest free loan is available to purchase a season ticket. However a staff place is reserved for one receptionist when on night duty only.
Criminal Record Bureau (CRB)

The appointee will be required to be CRB checked before taking up the post 

Person Specification

	Factor
	Essential
	Desirable

	Physical Make-up


	· Smartly dressed in an appropriate manner


	· None

	Education and Training


	· Good General Education 

· Evidence of appropriate level of computer skills 

· Level 2/3 NVQ in an area of the hospitality or tourist industry or equivalent 


	· Evidence of other appropriate training, or skills development



	Experience


	· Experience of dealing with computer packages in a business environment

· Experience of working in a reception settings using a reservation package

· Experience of using the internet and email 

 
	· Experience of working in the hospitality or similar industry

· Experience of using the internet and email in a business environment



	Special Aptitude/Skills


	· Ability to respond efficiently to several demanding situations

· Ability to prioritise to maximise reservations and occupancy levels

· Clear communicator of detailed information  both orally and written

· Have a good command of both spoken and written English

· Ability to deal accurately with cash and guest accounts 
· Excellent telephone skills

	· None



	Disposition


	· Able to cope with a  variety of tasks and situations in an efficient, friendly and business like manner and maintain a calm persona
	

	Motivation


	· Beliefs that you can help create a happy and caring environment in which guests and colleagues feel welcome and valued.
	· Desire to work for a charitable organisation


Application & Contact Details

To apply for this position, please send the job application form, which can be downloaded from our website or posted to you by Reservations, to:

Centre Manager

Job Applications – Private & Confidential

Carfax Hotel

13 – 15 Great Pulteney Street

Bath, BA2 4BS

Tel. 01225 469836



Fax. 01225 443257

job.applications@carfaxhotel.co.uk      

http://www.carfaxhotel.co.uk/jobs/ 
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