Front Office Manager Job Description Template

Overview of Front Office Manager

A Front Office Manager oversees daily operations at the reception or front desk of a business, ensuring
smooth guest interactions and efficient administrative processes. They manage a team, handle guest
inquiries, and coordinate reservations, striving to maintain high standards of customer service. This role
requires strong communication skills, organizational abilities, and a knack for problem-solving in a
fast-paced environment.

What Does a Front Office Manager Do?

Are you an expert in both customer service and organization? We are seeking a dynamic Front Office
Manager to lead our front desk team and ensure the highest level of customer satisfaction. In this role,
you will be the face of our company, responsible for providing exceptional customer service and
ensuring smooth operations at the front desk. You will oversee the reception area, manage a team of
front desk staff, and coordinate guest services to create a positive experience for our clients and
visitors. If you thrive in a fast-paced environment, have excellent communication skills, and enjoy
providing top-notch service, then this position is perfect for you!

Front Office Manager Responsibilities and Roles

Supervise and manage the front office staff, including receptionists, concierge, and bellmen.
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Ensure smooth and efficient operations of the front desk, including check-in and check-out

processes, guest inquiries, and reservations.
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Train and develop front office staff to provide excellent customer service and maintain a
professional and welcoming atmosphere.

Handle guest complaints and resolve any issues or conflicts that may arise.
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Ensure that all reservations, visitor information, and financial transactions are accurately

documented.
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Coordinate with other departments, such as housekeeping and maintenance, to ensure guest
requests and needs are met promptly.

Keep an eye on and oversee the front office budget, including every expenditure and receipts.
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Establish and stick to hotel regulations and procedures to ensure adherence and satisfy guests.
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Keep aware of market trends and industry best practices to enhance front office operations over
time.

Work together with the marketing and sales team to advertise the hotel and bring in new
customers.

Conduct routine performance reviews and provide front desk employees feedback.

Monitor adherence to emergency protocols and health and safety laws.

Accurately and securely handle transactions using credit cards and cash.

Always maintain a professional appearance and behaviour.

Attend training sessions and meetings as mandated by the hotel administration.

Front Office Manager Skills and Requirements
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Bachelor's degree in hospitality management, business administration, or related field; relevant
work experience may be considered in lieu of a degree.

Proven experience in front office management, hospitality, or customer service, with a track record
of providing exceptional service and leadership.

Excellent interpersonal and communication skills, with the ability to interact effectively with clients,
staff, and stakeholders at all levels.

Excellent multitasking and organizing skills, including the ability to set priorities and use time
wisely in a hectic work setting.

Proficiency in Microsoft Office and front office software systems; experience with hotel
management software is a plus.

Leadership qualities, including team-building, coaching, and problem-solving skills, with a focus
on fostering a positive work environment.

Attention to detail and a commitment to excellence in all aspects of front office operations.

the ability to work on the weekends, holidays, and evenings as needed to meet business demands.

Pro Tip

While screening applicants and employees, deploying skill testing and competency-based
valuation is crucial for a bias-free hiring process. Use Xobin to run end-to-end screening,
assessment and Al-powered video interviews for this role and 1500+ other roles.
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