NIGHT SHIFT RECEPTIONIST - BELFAST

JOB DESCRIPTION

Responsible to the Manager

Principal duties are

a) Ensuring a high standard of welcome and service for the customer whilst working.
b) To ensure that a high standard of cleanliness is present in the hostel whilst on duty.
c) To be responsible for adequate security for the premises whilst on duty.
d) To be aware of all operational aspects relating to heat, light and power.
e) To be familiar with all aspects of fire & evacuation of the building should the need arise.
f) To record attendance, collect fees, account for all funds while on that shift.
g) To ensure that any communication with the client whether face to face or on the phone or by e-mail is carried out professionally.
h) To liaise with other hostels in the network as the need arises.
i) To maintain an adequate stock of tourist information of Belfast and surrounding areas 
j) To undertake other related tasks as required

