
 
Hotel receptionists are the first individuals visitors see when they arrive and are an

important part of the hotel's front-of-house crew.
They are in charge of facilitating a seamless check-in process for visitors as well as

delivering an overview of the hotel's major features and amenities.
In addition, hotel receptionists handle reservations and manage guestroom assignments

over the phone and via email with clients.
 

H o t e l  R e c e p t i o n i s t  J o b
D e s c r i p t i o n

R e c e p t i o n i s t  D U T I E S  A N D
R E S P O N S I B I L I T I E S :

Visi tors are welcomed and greeted

Incoming cal ls are answered and directed, and guests are informed about

hotel  pr ic ing and amenit ies.

make and conf i rm guest bookings

Ensure that the correct  room al locat ion registrat ion is in place, and that

vis i tors are checked in.

to double-check pert inent v is i tor  informat ion

Ensure that the guest 's payment method is val id.

For permission, ver i fy and imprint  credi t  cards.

Room keys are distr ibuted and vis i tors are directed to their  rooms.

keep detai led and accurate records of  guest room reservat ions.

Al l  v is i tor  b i l l ings are computed, and costs are correct ly posted to guest

rooms and house accounts.



Receive and send messages to v is i tors.

For guests,  retr ieve mai l ,  parcels,  and documents such as faxes.

In-person and over the phone, l is ten to and reply to v is i tor  quest ions and

requests.

They give rel iable informat ion about the at t ract ions and services avai lable in

the area.

To resolve any concerns or complaints raised by v is i tors,  communicate wi th

relevant employees, including housekeeping and maintenance.

Any incident reports,  dai ly act iv i ty reports,  or  other reports requested by

management must be completed and maintained.

Manage the booking and schedul ing of  conference rooms.

Guest accounts should be closed and guests should be checked out.

Dur ing the check-out process, they discuss accounts and charges with

vis i tors.

process correct  guest account payment

When rooms have been vacated and are ready for c leaning, not i fy

housekeeping.

Vis i tors to the hotel  are being watched.

enforce the hotel 's  regulat ions and pol ic ies.


