
A Hotel Manager oversees all operations and day-to-day activities in a hotel organization.
They take on a variety of duties including managing everything from accounting, sales,
business development, and customer service. Also referred to as a Hotel Operations

Manager, and reporting to the General Manager

H o t e l  M a n a g e r

H o t e l  M a n a g e r  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 :

Oversee personnel  including recept ionist ,  k i tchen staf f ,  and of f ice employees

Supervise work at  a l l  levels (recept ionists,  k i tchen staf f ,  maids,  of f ice

employees etc.)  and set c lear object ives

Monitor employee performance and conduct regular evaluat ions to help

improve customer service

Plan act iv i t ies and al locate responsibi l i t ies to achieve the most ef f ic ient

operat ing model

Col lect  payments and maintain records of  budgets,  funds, and

expenses.Welcome and register guests once they arr ive

Resolve issues regarding hotel  services,  amenit ies,  and pol ic ies.Organize

act iv i t ies and assign responsibi l i t ies to employees to ensure product iv i ty

Deal wi th maintenance issues, shortages in staf f  or  equipment,  renovat ions

etc.

Create and apply a market ing strategy to promote the hotel ’s services and

amenit ies

Coordinate wi th external  part ies including suppl iers,  t ravel  agencies,  and

conference planners

Evaluate hotel  performance and ensure compl iance with heal th and safety

rules

Manage budgets/expenses, analyze and interpret  f inancial  informat ion and

monitor sales and prof i ts

Partake in f inancial  act iv i t ies including establ ishing room rates,  set t ing

budgets,  and assigning funds to departments.


