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

Job Title


Reception and Reservations Manager
Date Last Updated 
26.05.2011


Job Description


Overall Purpose:
To maximise revenue from hotel and conference and in -house services.

To ensure a cost effective, high quality service, to all customers of the hotel.
To assist in managing, physical, financial and human resources in all departments.
Responsible to:

Hotel Manager

Responsible for:
Reception staff as delegated and all staff when Duty Manager
Duties and Responsibilities:

1. To ensure the day to day reception, reservation, sales and accounting procedures are operating efficiently. 

2. To ensure the smooth and efficient running of the front desk in response to guest requirements 

3. To promote and provide for conferences, functions and non- resident services ensuring all necessary arrangements are in place.

4. To provide induction, training, supervision for the reception and reservation team 

5. To monitor all marketing promotions, websites and customer databases to ensure the highest possible room yield and room occupancy levels are achieved.

6. To monitor customer satisfaction by personal contact, service checks and to deal with complaints when necessary.
7. To ensure that all centre Information Technology systems are operating effectively.
8. To ensure effective stock control by supervising purchasing of supplies and maintaining accurate stock records with in the reception department.

9.  To assist in the maintenance of procedures to enable the hotel services to be managed effectively.
10.  To assist in the supervision of all departments in the hotel ensuring staff are working towards agreed targets when acting as duty manager.

11.  To ensure the security and maintenance of the buildings and contents when duty manager and in the absence of the manager.

12.  To monitor systems as they relate to food hygiene, COSHH, fire prevention and safety.
13.  Undertake training and appraisal of staff as deemed necessary, and update all relevant in-house training and procedural material regularly.
14.  Work as part of the staff team within the hotel to ensure centre’s overall aims are achieved.

Terms and Conditions of Employment

The salary for this post is £18,737.20 There is an annul cost of living review in October each year.
There is a ‘sleep in’ or ‘on call’ requirement for 8 nights per four week period to cover the manager’s absences for which there is a further payment of £23.00 per night or reduced daily hours.
Hours and Holidays
The hours average 37.5 hours per week over a 4-week rota and include working weekends (one weekend off per month) plus additional hours for ’sleep in’ or ‘on call’ duties’. The shift patterns are usually 7.00 am to 3.30 pm; 3.00 pm to 12.00 pm. (includes meal break) a mid afternoon shift which is 12 to 8 pm and the ‘sleep in’ shift usually starts 8pm to 12 pm plus sleeping in until 7 am. Please note this may vary according to occupancy levels and staff holidays. 
The initial holiday entitlement is 5 weeks per annum, plus Bank Holidays. 

There is additional 5 days holiday entitlement awarded for long service.

Probationary Period

It is the policy of the Salvation Army to offer the successful candidate a trial period of three months before confirming the post. 

Equal Opportunities

The Salvation Army operates an Equal Opportunities policy for all employees. It is committed to the development of policies to promote equal opportunities in employment. It aims to ensure that employees or individuals seeking help or services from the Salvation Army should receive no less favourable treatment on the grounds of race, sex, or disability.

Health and Safety

All employees are required to comply with current Health and Safety at Work Act.  The Salvation Army operates a No Smoking Policy in all of its premises and in the surrounding grounds. Criminal Record checks are a requirement because of children in the nursery

Pension

We offer the opportunity to join The Salvation Army Employees’ Pension Fund. This is a contributory pension scheme and any member can also make additional voluntary contributions up to the maximum amount allowed by the Inland Revenue.   Membership is open after the first three months’ employment and confirmation of appointment within certain age limits.

Parking Facilities/Transport

It is regretted that there is no parking on the premises for members of staff unless on night duty. 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.

Person Specification

	Factor
	Essential
	Desirable

	
Physical Make-up


	· Smartly dressed in an appropriate manner


	· None

	Education and Training


	· General Education to minimum relevant ‘ A levels 
· Evidence of appropriate level of computer skills  

· Evidence of  appropriate training, or skills development


	· Hospitality or related qualification at NVQ level 3 or above

· Degree level education in any discipline


	Experience


	· Minimum 3 years experience of a busy hotel reception desk or equivalent. Please note this is a ‘hands on’ position and requires active participation on the reception and reservation desk
· Proven experience of dealing with computerised reservation packages in a related setting

· Evidence of working in a supervisory position 
	· Evidence of monitoring staff development and supervising work routines

· Experience of responding to and preparing for various inspection bodies 



	Special Aptitude/Skills


	· Ability to respond efficiently to several demanding situations

· Clear communicator of detailed information orally and written

· Ability to deal with the demands of running a busy reception and being able to deal with issues in the hotel as they arise in the absence of the manager


	· Working knowledge of current legislation relating to the hospitality industry.

	Disposition


	· Able to cope with  difficult and demanding situations and maintain a calm persona and an efficient, friendly and business like manner
	

	Motivation


	· A belief that you can create a happy and caring environment in which guests and colleagues feel welcome and valued.
	


Application & Contact Details

To apply for this position, please complete the job application form, which can be downloaded from our website or posted to you by Reservations, and send to: Please Note CV’s will not be accepted
Centre Manager

Job Applications – Private & Confidential

Carfax Hotel

13 – 15 Great Pulteney Street

Bath, BA2 4BS

Tel. 01225 469836ax. 01225 443257  job.applications@carfaxhotel.co.uk      

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