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Reception Supervisor


Key duties
· Warmly welcome all Hotel guests in a professional manner in line with company standard procedures.
· Check in and check out guests using the Opera System
· Manage any challenging and difficult guest situations professionally, carefully and discreetly.
· Ensure effective handover of all guest information is completed with oncoming shift team member.
· Handle guest requests promptly and efficiently displaying a ‘Yes I Can’ customer service attitude and approach at all times.
· To ensure 100% guest satisfaction at all times by ensuring that guests’ expectations are constantly met & exceeded
· Respond to and resolve any negative comments or complaints ensuring guest satisfaction, service recovery and effective follow up.
· Maintain the highest standards of personal hygiene, dress, uniform, appearance, body language and conduct as per hotel standards and Staff Handbook.
· Uphold privacy and confidentiality of guests
· Manage room reservations by phone, email or online system
· Confirm booking and handle cancellations or modifications 
· Liaise with relevant departments to accommodate guests needs
· Maintain accurate guest records and payment information 
· Process payments (invoices, cash, debit and credit transactions)

Main requirements (essential):
· Previous experience in a similar position 
· Flexibility availability including: days, evenings, weekends and bank holidays
· Minimum 1 year experience using Opera software 
· An excellent team player with strong communication skills 
· You will have a passion for delivering a great customer experience 
· Ability to work under pressure 
· Ability to prioritise tasks and manage time effectively 
· Attention to detail





What we offer?

We offer staff (of all levels) a range of benefits. Once you have completed your 3-month probationary period, you will have access to 50% discount on food & beverage and competitive staff room rates to enjoy with your friends and family. We also offer monthly service charge.

Uniform is provided along with free staff meals on duty. We also run an Employee of the Month scheme, Long Service Awards and all of our employees are enrolled into the Hospitality Action Employee Assistance Programme.
The Titanic Hotel, Liverpool aims to provide a working environment that is enjoyable and unique!
If you feel you have the skills and experience listed above, please apply by sending your CV and covering letter to hr@titanichotelliverpool.com. 

Please note you will need to provide satisfactory references before interview is confirmed and we can only accept applications from those eligible to work and live in the UK.
Please note that due to the large volume of applicants we will not be able to reply to applicants who are not invited for interview.
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