   

Job Description
Job Title		Back Office Supervisor
Responsible To:		Front Office Manager
Purpose of Job:	Responsible for the management of reception back office, covering reservations and switchboard.
Main Duties:
Responsible for the smooth and efficient running of the back office as outline in switchboard and reservations operating procedures
To maintain manual and computerised files regarding bookings
To liaise with relevant departments to ensure the smooth operation of the back office
Communicate any sales and promotional activities to the team
Liaise with reception and restaurants regarding incoming bookings and ensure all aspects of the guest needs are communicated in advance of their arrival
Ensure all bookings, contracts and quotes are issued on time daily, track all bookings and ensure that rooming lists, client requests are acquired and communicated to other departments in a specified time scale..
Liaise with accounts department to ensure payment obtained as per company’s credit procedures
Assist Revenue Manager in the collection of data in relation to future revenue forecasting.
Deal with guest complaints in a friendly and efficient manner ensuring guest satisfaction at all times
Actively participate in any training and personnel exercises designed to improve standards and performance levels
Ensure Reservations and switchboard staff are trained to the highest level, departmental passports signed off and future training takes place as the company grows.
Implement staff training programmes as required
Completed wage sheets to be forwarded to HR on a Monday morning
Adhere to standard procedure if working in other hotel departments
Wear clean suitable uniform & name badge at all times and ensure a high level of personal hygiene & grooming
Observe all requirements under health and safety regulations
To upkeep the company’s equal opportunity policy and ensure a neutral working environment
To keep staff/work areas tidy, safe and report any hazard, accident or loss and damage to management

The above is not intended to be an exhaustive list and you will be expected to comply with any reasonable request or duties directed by management.







