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Une initiative du CQRHT

A receptionist performs tasks directly related to the customer's
stay, such as reserving rooms, greeting customers on arrival and
assisting them during their stay. They also provide information on
the establishment and its services, as well as on the region's
tourist attractions. They are also involved in sales and coordinate
the various departments of the establishment. 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 Language levels
information about the establishment

Checking the satisfaction of departing customers
Finalizing the bill, obtaining approval for the costs of the stay, EN o @@ Mastered
collecting payment and providing the customer with a copy of the
transaction Recovering keys and other items

Offering to make further reservations

FR © 0 @ Mastered

Working conditions

CUSTOMER SERVICE 25% .
Day, evening and weekends
Variable hours
Promoting the establishment's services, tourist attractions and various Work can be performed under
activities in the region, and making reservations as needed pressure, depending on how busy

Receiving and distributing customer mail and messages

Ensuring the safety of customers and their property, in collaboration with the
establishment's security department (if applicable)

Responding to customer requests (wake-up calls, room changes, etc.)
Handling and following up on customer comments and complaints

the front desk is
Hourly wage between $18 and
$24

Hiring criteria

RESERVATION 20%
Specify the client's needs and open their file One'year's experience in customer
Offer packages and added value serwcg _ _ _
Confirm, modify or cancel a reservation Attention to detail and discretion

Professional communication
Flexibl hedul d task
ADMINISTRATIVE MONITORING 20% ExIble schedules and tasks

Problem-solving skills

Customer contact experience is an
Checking daily registers, customer accounts, cash statements and asset

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.)

The information contained in this block is exclusive and specifically taken from the Objectif Tourisme project




Skills and qualifications

GENERAL SKILLS

Customer service skills

Teamwork skills

Sales and marketing skills

Flexibility

Leadership and decision-making skills
Organizational skills

Sense of responsibility

@ SKILLS

Linguistic:

Fluency in spoken and written French

Fluency in written and spoken English

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
Knowledge and application of labor standards, basic
occupational health and safety principles, and hygiene and
sanitation rules

QUALITIES
WWW.OBJECTIF-TOURISME.CA

Autonomy

Sense of initiative
Versatility
Tolerating stress
Dynamism
Honesty

*The masculine form is used only to simplify the
text

The information provided in this document is
indicative and non-contractual. It is presented as
part of the pilot project for integrating asylum
seekers in tourism through employment.



