BUCK'S T-4 LODGE BUCKS

Job Description Form

Department Hotel

Location Hotel

Job Title Guest Service Representative

Reports to Christine Rodgers Title Front Desk Supervisor

Number of Direct Reports

Level/Grade Type of position: Hours / week
Full-time Exempt
Part-time Nonexempt
Contractor
Intern

GENERAL DESCRIPTION

Basic computer knowledge

Take advance room reservations.

Handling of all incoming calls

Register or check out g4ledgetpslicies and procetdiures.g t o Buckds T

Take responsibility for cash transactions on shift.

Keep guest folios up to date, posting charges.

Advise front desk manager/hotel manager of problems or concerns relating, guest relations, and reports of room maintenance needs.
Perform other duties assigned by management.

Must be able to stand for 8 hours

0. Must be able to work on weekends and holidays
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WORK EXPERIENCE REQUIREMENTS

Previous Front Desk experience preferred but not required

EDUCATION REQUIREMENTS

High School Diploma or GED equivalent

APPROVED BY Title

DATE UPDATED






