
 

Working with a highly dynamic team in a fast-moving environment, the candidate will be 
responsible to carry out requested duties whilst delivering an exceptional customer care 
service. Reporting directly to the Director of Operations, this position requires an individual 
with a passion for luxury hotel operation, who is keen on quality and has the ability to make 
a difference. 

• Liaising with the Reservation Department; planning proper market mix to achieve 
maximum room usage and ensure all details are recorded 

• Ensuring through supervision and on-the-job training that all Front Desk services 
are always available and carried out most efficiently as per the standards 

• Setting departmental objectives, work schedules, budget, policies & procedures 
and upholds the hotel’s commitment to hospitality 

• Attending to guests ’complaints and take action, efficiently and courteously 

• Conducting employee performance appraisal, review and discuss the staff 
personal development plan and areas of improvement 

• Ensuring that all employees have a complete understanding and adherence to 
policies and procedures of the organization 

• Ensuring that all employees report for duty punctually, meeting all grooming 
standards including wearing of proper uniform, personal hygiene at all times 

• Being on-call 24 hours in case of Emergency 

• Possess ITS qualification or equivalent 
• Have previous experience in a managerial position in the Front Office Department  
• Be computer literate and familiar with the Opera PMS 

• Be willing to work flexible hours, weekends and public holidays as necessary 
• Possess communication skills in English & ideally two other European languages 

• Have exceptional customer care skills as well as organisational skills 
• Be able to work under pressure 
• Have a professional personality, whilst keeping the company’s grooming standards 

 

• Welcoming and fun environment 

• Meals on duty 

• Interesting career opportunity and professional growth 

• Health insurance cover 
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