Night Auditor < Objectif
(6525) Tourisme

Une initiative du CQRHT

A night auditor is an administrative employee whose job is to verify
commercial transactions carried out during the day. They balance
accounts and deposits and close cash registers, as well as manning the
reception desk overnight. A night auditor may also be required to
perform tasks directly related to the customer's stay, such as booking
rooms, greeting customers on arrival and assisting them during their
stay. This position is mainly found in the accommodation sub-sector. A
person holding this title works in the following types of establishments:
resorts, hotels, motels, inns and B&Bs.

Responsibilities
CUSTOMER ARRIVALS AND DEPARTURES 35%

Greeting customers on arrival, checking reservation details and
offering additional services

Obtaining payment guarantees

Assigning rooms, handing over keys and providing guests with
useful information about the establishment

Checking the satisfaction of departing customers

Finalizing the bill, obtaining approval for the costs of the stay,
collecting payment and providing the customer with a copy of
the transaction

Language levels

Recovering keys and other items e oo Mastered
Offering to make further reservations EN ® ® ® Mastered
Confirming, modifying or canceling a reservation

CUSTOMER SERVICE 25 % Working conditions
Receiving and distributing customer mail and messages in
collaboration with daytime receptionists Evenings, nights and weekends
Ensuring the safety of customers and their property, in Flexible working hours
collaboration with the establishment's security department (if K b < dund
applicable) Work can be performed under

pressure, depending on how busy

Responding to customer requests (wake-up calls, room changes, .
the front desk is

etc.), as needed ) )
Handling and following up on customer comments and complaints Alternating shifts
Hourly wage between $21 and $23
ADMINISTRATIVE MONITORING 20 %

plus possible bonuses
Classifying commerecial transactions carried out during the day
Checking and correcting transaction records and updating hotel

guest notes Hiring criteria

Balancing the accounts and closing the tills at the various points of

sale and reception One to three years' experience in
Preparing the internal banking customer service

Updating the customer register Attention to detail and discretion
Producing daily revenue reports Professional communication
Calculating occupancy forecasts Flexible schedules and tasks

Producing and forwarding auxiliary reports to management

Problem-solving skills
Performing reception duties overnight

Customer contact experience is an

AUDITING 20 % asset

Checking daily registers, customer accounts, cash statements and
supporting documents

Communicating the needs associated with reservations and
customer requests to the various departments within the
establishment

Producing and checking daily reports

Ensuring the availability of equipment and following up on services
offered to customers

Coordinating with various departments (dining room, meeting
rooms, room service, etc.), as required

Y
g
k)
<
3
=~
ES
s
&)
2
Q
o]
=
L
2
QU
S
S
“»
S
L
s
4
<
)
=
)
=)
g
=
S
Q
Q
&
=
Y
n
v
=
)
=
S
<
)
P
<
S
a
o
K]
)
Y
Q
0
=
S
o
»
v
=)
<
)
=
=
o
¥
0
<
o
s
S
g
S
S
n
V
—




Skills and qualifications

GENERAL SKILLS

Customer service skills

Teamwork skills

Flexibility

Leadership and decision-making skills
Organizational skills

Sense of responsibility

Ability to carry out monetary transactions

SKILLS

Linguistic:
Fluency in spoken and written French
Knowledge or fluency in English is an asset
Fluency in other languages is an asset

Using effective communication strategies and techniques

Professional communication
Software skills related to hotel reception

KNOWLEDGE

Knowledge of basic operating principles and computer

systems relevant to reception (e.g. Opera, Igware, etc.)
Knowledge of the tourism industry and customer needs

WWW.OBJECTIF-TOURISME.CA

QUALITIES

Autonomy

Sense of initiative
*The masculine gender is used only to simplify the

Versatility text

Tolerating stress

Dynamism The information provided in this document is
Sense of responsibility indicative and non-contractual. It is presented as

part of the pilot project for integrating asylum
seekers in tourism through employment.



