 
Front Desk Receptionist
Ref: J07/274
Department: 
Front Desk
Location:
An Grianan Hotel, Burt
Purpose:
To assist in the overall running of the Front Office so ensuring an efficient and effective operation.  
Duties:

1. Dealing with the computerised reservations and booking system

2. Liaising and co-ordinating with other departments within the hotel, e.g., Housekeeping, kitchen, bar etc.

3. Typing/word processing a wide range of letters, memoranda, reports, agenda, minutes, invoices, menus etc.

4. Maintaining records, and filing systems including security of confidential files and updating records as necessary, both manual and computerised.

5. Undertaking photocopying, duplicating and arranging for printing and distribution of material as necessary.

6. Providing support in the preparation of material in relation to conferences and weddings
7. Contributing to the overall marketing of the hotel
8. Dealing with correspondence, telephone calls and other enquiries.

9. Receipt and distribution of mail and relaying of information as appropriate.

10. Receiving and receipting of monies as well as documenting of all money received.
11. Any other duties relevant to the post
