
Receptionist 
Manager



Job Description



Organisation Structures – Departments 
In 1990s, some hotels eliminated entire levels of managment combined 
managerial responsibilities to flatten the organisation. Executive assistance 
menager was often elimaneted, making divisions heads , straight responsible 
to the general manager . Some hotels inated seperate managers at the division 
level, with all department managers reporting directly to the GM (HOTEL 
GENERAL MENAGER. Organisations they are still formed around 
principles . Stoner and Wankel (1986) . 

Multi-steps of organisations :
1)Details all of the work must be done to meet organization’s goals
2)Divides the total work to be performed into groups of activities that can be 
performed by one person or one group of people .
3)Combines the work of an organisation’s members in some logical and 
efficient manner.
4)Sets up a mecganism to coordinate the work of the organisatio nmembers 
such that it forms a unified, harmonius whole.
5)Sets up a mechanism to monitor the effectiveness of the organisation’s 
efforts to achieve its goals . Dale (1967)
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Experience 
Requried
- Unique Design
- Outstanding service is our 
trademark
- Hotel reception atmosphere
- Great ustomer service skills
- ICT skills
- Well spoken english language
- Positive attitude



General Awerness – what to expect



SWOT ANALYSYS 



Marketing and 
associated activities 
(spreadsheets) 



Financial, benefitional 
and informational 
work managment • Job Types: Full-time, Part-time, Permanent

Part-time hours: 24-48 per week
• Salary: £12.00-£15.00 per hour
• Additional pay
• Tips
• Benefits:

Casual dress – Full skirt white, black jeans, black shoes or black full dress with black tights
Company events – Christmas Parties, Oscar’s Best Department of The Year Winner Celebrations
Employee discount – Businnes card with your name and employee number for purhase any kind 
of staff what you can buy in hotel for yourself
Sick pay – When you sick more then 7 days , your place of work will helps you recover yourself 
.
Wellness programs - Gym and mostly swimming pool discounts to use as a staff 

Schedule:
Day shift 8,10 hours and 12 hours shift
Overtime
Weekend availability



Further Resources for Human Resource Policies and 
Strategies

-A Dictionary of People Metrics – Data 
dictionary is a list of  key terms and metrics 
for bussiness glossary, allowed align the 
business and removes confusion
-Code of Conduct - document has have 
includes procedures abot project , 
instalation,how to use tools and diagrams .
-Directors’ Code of Conduct and Guidance 
Notes-be focused and act professionaly during 
public meetings, provide informatiion as a 
model in leadership .
-Employment Principles and Standards-Fair 
Health Treatment , Unique and equal 
opportunity, humsan rights and public career 
service.
-Ethics Framework: section on written guides 
to acting ethically-Managers  have set of 
questions where they can use them to clarify 
case relevant futures
-Welcome to the Board- You join the Team , 
from now on  You afre the part of big Future 
for company.

https://vpsc.vic.gov.au/resources/a-dictionary-of-people-metrics/
https://vpsc.vic.gov.au/resources/code-of-conduct-for-employees/
https://vpsc.vic.gov.au/resources/code-of-conduct-for-directors/
https://vpsc.vic.gov.au/ethics-behaviours-culture/employment-principles-and-standards/
https://vpsc.vic.gov.au/welcome-to-the-board/


Reference List
Hotel managment and operations / edited by Denney G. Rutherford, Ivar Haglund, and Michael J.  O’Fallon. – 4th ed.
Published by John Wiley & Sons, Inc. All rights reserved . Published in Canada. Printed in the United States of America . 

Stoner, James A., and Charles Wankel. 1986. Managment. Englewood Cliffs, NJ: Prentice-Hall, pp.233-234

Dale, Ernest. 1967. Organization.  New York: American Managment Association, p. 9. 

6 Powerfull Reasons Why To Take Receptionist Courses & Training Online . Uploaded by Antik , Aug 24, 2018 
https://www.globaledulink.co.uk/6-reasons-why-its-never-too-late-to-take-receptionist-courses-training-online/ 

Experience Required
https://uk.indeed.com/jobs?q=Hotel%20Receptionist%20Manager&l=London&radius=50&from=sug&vjk=848ee18f4db1e
59a&advn=6494144855130253

Chapter 1.6 „Customer Relationship Managment – A Driver for Change in The Structure of the U.S Lodging Industry,” by 
Gabriele Picoli, Peter O’Connor, Claudio Cappaccioli, and Roy Alvarez. Reprinted August 2003 issue of Cornell Hotel 
and Administration Quarterly. Cornell University. 

Shaw, M., C. Subramaniam, G. Tan, and M. Welge. 2001. „Knowledge Managment and Data Mining for Marketing.” 
Decision Support Systems (May): 127-137. 

Human Resources https://vpsc.vic.gov.au/toolkits/wellbeing accesed 12.08.2022
7 HRM Basics www.aihr.com/blog/human-resource-basics/  Posted by Erik van Vulpen  accesed 12.08.2022, Academy 
To Innovate HR 

https://vpsc.vic.gov.au/toolkits/wellbeing
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