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	JOB DESCRIPTION

Position Title: Duty Manager

	Department:

Front Office 


	Position Level:
Managerial 
	Reports To:

Front Office Director


Principal Purpose of the Position:
The basic duty and responsibility of the position is to contribute to the delivery of Excellent and Delightful Customer Service consistent with Midas Hotel and Casino’s Vision, Mission, and Values, and the organization’s strategic objectives.

Duty Manager holds responsibility and accountability for the efficient operation of the hotel. Ensures the hotel is operating efficiently and according to hotel policy. Assist the Front Office Director in development and leadership of the team which includes Organic and non-organic staffs such as, Front Office Supervisor, Front Office Agents, Concierge, Reservation and Transportation. DM ensures that employees provide excellent customer service at all times, also deals with Security and Management concerns.
Main Duties and Responsibilities:
· Coordinate with departments to maintain proper front office functions and assist reception
· Acts as Night Manager when needed and responsible for all other departments in the absence of their respective managers for the duration of the night time operation
· Observe and monitor associate’s performance to make sure that company rules and procedures are being followed
· Ensure all relevant reports as required by Management are completed accurately
· Foster strong communication between all other departments
· Inspect Hotel for cleanliness and appearance

· Handle all complaints promptly and efficiently, ensuring follow up to determine the source of the complaint and resolution of the problem
· Assist guests with queries, maintaining excellent service standards
· Assigned duties to associates and schedule shifts

Other Responsibilities:
In addition to the above enumerated duties and responsibilities, the incumbent is expected to deliver excellent and delightful customer service in any situation throughout Midas Hotel and Casino whether self-initiated or directed, or whenever the opportunity presents itself even if such action or service is not directly related to the incumbent’s core tasks and responsibilities as long as it is aligned and consistent with Hotel and Casino’s Vision, Mission and Values and improves customer service delivery. 
Job Requirements / Competencies:
Academic/Professional Qualifications
:
Graduate of Business Management,

Bachelor of Science Major in Hotel and 







Restaurant Management or any related







Four (4) year course
Relevant Experience



:
Previous leadership experience in 4/5 star

Hotel environment is essential as Duty Manager or experience as Front Office Supervisor 
Skills


Technical Skill



:
High level of computer literacy,  Fiesta 







system experience is essential
Interpersonal Skills


:
Enthusiasm to connect with guests, an 






energetic and team focused 
Personal Attributes



:
Male or Female

Exceptional communication skills both 








written and verbal, excellent attention to  








detail. Adaptable to all tasks and enjoy a








variety in workload.
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