JOB DESCRIPTION

Job Title:

Night Porter



Responsible to:
Night Manager / Front Office Manager 
Purpose of job:
Ensure security of hotel & guests overnight, dealing with guest requests, arrivals & departures.


Main duties:

· Ensure security of hotel at all times incorporating regular floor walks and complete adherence to current security procedures
· Follow check in / check out procedures as per outlined standards
· Manage switchboard to company standard
· Carry out Night Audit operation on computer in line with outlined standards
· Ensure guest queries dealt with in an efficient and friendly manner
· Be familiar with all facilities offered in hotel and be able to communicate these to guests
· Basic cleaning duties, hovering & dusting.
· Oversee and assist in rooms service & guest requests carried out by Night Porter
· Liaise with reservations department regarding incoming bookings and ensure all aspects of guest needs communicated in advance of their arrival
· Liaise with accounts department to ensure payment obtained as per company policies
· Liase with accommodation department ensuring they are aware of guest requests
· Adhere to company’s outlined cash handling procedures
· Adhere to procedures regarding guest messages / mail / laundry / lost property
· 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
· Adhere to standard procedures if working in other hotel department 
· Wear clean suitable uniform & name badge at all times and ensure a high level of personal hygiene & grooming

· Observe all requirements under Health & Safety regulations

· To upkeep the company’s equal opportunities policy to ensure a neutral working environment

· To keep staff/work areas tidy, safe & report any hazard, accident or loss or damage to management and observe all requirements under current health & safety regulations

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.

