Reception Supervisor < Objectif
(6313) Tourisme

Une initiative du CQRHT

66 o
Reporting to the Front Desk Manager, the Supervisor's role is to
coordinate activities related to the arrival and departure of guests
at the establishment. This position is mainly found in the leisure
and entertainment sub-sector or in the accommodation sector. A o |
person holding this title works in the following types of
establishments: resorts, hotels, motels, inns, gites, holiday camps,
etc. €
W,

Responsibilities

RECEPTION OPERATIONS MANAGEMENT 35 %

Communicating the needs associated with reservations and customer
requests to the various departments within the establishment
Working in collaboration with other departments, especially
housekeeping for room preparation prior to guest arrival
Problem-solving and writing reports

Counting the cash register at the beginning and end of the shift
Anticipating when a lodging facility is at maximum capacity, and

providing alternative accommodations for guests who have made Language levels
reservations

Reviewing reservations to ensure that information and requests are FR 00 Fluent
correct EN N X )

Fluent

PERSONNEL MANAGEMENT 25 %

Working conditions
Assisting the department manager with human resources management .
(hiring, training, work allocation, scheduling, performance appraisals, Day, evening and weekends
conflict management, et c.) Variable hours
Supervising the reception team Work that can be carried out

Applying and enforcing policies and procedures relating to the reception
area and, more generally, to the company as a whole

Supporting reception staff with customer arrivals and departures and with
daily departmental tasks

under pressure
Hourly wage between $21 and $26

CUSTOMER SERVICE 25 % Hiring criteria

e Hotel management diploma or
Checking daily registers, customer accounts, cash statements and equivalent an asset
supporting documents Relevant experience in team
Producing and checking daily reports ]
Responding to specific customer requests management and reception,
Following up on certain customer services an asset

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

Handling and following up on customer comments and complaints Ability to handle multiple tasks
Checking customer satisfaction

simultaneously
Interpersonal skills and ability to
interact with customers

Leaders hip

MANAGING FINANCIAL -MATERIAL RESOURCES 15 %

Assisting the department manager in managing financial
resources (preparing budgets, controlling operating costs, etc.)
and material resources (inventory management, etc.)

Ensuring the availability of supplies and equipment

Placing orders for materials as needed
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Skills and qualifications

GENERAL SKILLS

Sales and customer service skills
Teamwork skills Flexibility Leadership
and decision-making skills
Organizational skills

Sense of responsibility

@ 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 Leading and motivating

% KNOWLEDGE /

Knowledge of basic operating principles and relevant

IT systems Interests \'- } ,\

<
Management A
Customer service
Sales

WWW.OBJECTIF-TOURISME.CA
QUALITIES

Autonomy *The masculine form is used only to simplify the text

Sense of initiative

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

Honesty



