Essex Hotel Management, LL
Job Description

Breakfast Attendant
PLACE OF WORK: 

Hotel Lobby, Pantry Service Areas

JOB OVERVIEW:   

Complete set up of Complimentary Breakfast arrangement.  Courteously greet     guests, ensuring hotel's standards of service.  Maintain the cleanliness of the room at all times.  Assist in monitoring the guests’ needs.  Break down breakfast set up and make all arrangements for opening the following morning.                                                       

REPORTS TO: 


General Manager, Manager on Duty, Executive Housekeeper

KEY RELATIONSHIPS: 
Internal: Housekeeping Staff, Front Desk Staff and Hotel Managers.

External: Hotel Guests and Visitors.

QUALIFICATIONS:          Essential:

                                             1.  Ability to communicate with proper grammar in English.

                                             2.  Ability to provide legible communication.

                                             3.  Ability to do basic arithmetic.

                                             Desirable

                                             1.  High School graduate

                                             2.  Restaurant service experience in a similar market.

                                             3.  Knowledge of local activities and attractions appropriate for restaurant clientele.

SKILLS:                            Essential:

  1.  Ability to focus attention on guests needs, remaining calm and courteous.

  2.  Ability to promote position relations with all individuals who approach the restaurant        and by telephone.

  3.  Ability to exercise good judgment with difficult guests.

  4.  Ability to think clearly, quickly, maintain concentration and make concise decisions          in pressure situations.

  5.  Ability to prioritize, organize and follow up.

  6.  Ability to focus attention of details.

  7.  Ability to maintain confidentiality of guest information and pertinent hotel data.

  8.  Ability to provide clear, pleasant telephone communication with proper grammar.

  9.  Ability to remain stationary at assigned post when specified.

10.  Ability to move throughout the work areas.    
11.  Ability to perform job functions with minimal supervision.
12.  Ability to work cohesively with co-workers as part of a team.
13.  Ability to relay instructions and follow up.

14.  Ability to accomplish job functions within budgeted guidelines for man-hours.

15.  Prior guest relations training.

ESSENTIAL JOB FUNCTIONS:

  1.  Maintain complete knowledge of:

a) Schedule daily activities and in-house groups.

b) Daily house count.

c) Hotel extension number.

d) Beeper number/radios carried by hotel personnel.

e) Features and services provided by the hotel.

  2.  Maintain complete knowledge of correct maintenance and use of equipment; use equipment only as       intended.

  3.  Maintain complete knowledge and comply with all departmental policies and service procedures.

  4.  Set up Hostess station with necessary supplies; maintain cleanliness at all times.  Report shortages  

       to Front Desk Manager.

  5.  Inspect the lobby environment and entrance area, ensuring that all standards are met; rectify any 
       deficiencies; maintain cleanliness at all times.

  6.  Inspect tables, ensuring that all set-ups meet the department standards.  Check throughout meal 
       period.  Correct deficiencies and follow up.

  7.  Assist Front Office with check outs as directed by the Front Desk Manager.

  8.  Maintain positive guest relations at all times.

  9.  Greet and acknowledge all arriving guests, however busy and whatever time of day.

10. Anticipate guest needs and respond promptly.

11. Accommodate all requests for information courteously.

12. Communicate VIP arrivals and special requests to designated personnel for follow up.

13. Handle guest complaints by following procedures and ensuring guest satisfaction.

14. Monitor and ensure that all aspects of service conform to departmental standards.  Notify respective 
      personnel for problems to be corrected.

15. Extend courteous departures as guests leave the lobby.

16. Ensure tables are cleaned and reset according to standards.

17. Complete closing duties as assigned.

18. Complete Complimentary Breakfast job functions within specified time frames 

20. Take, record, and relay messages in accordance with standards.

21. Complete storeroom requisitions as assigned.

22. Follow maintenance program and cleaning schedule.

23. Legibly document maintenance needs on work order and submit to Manager.

24. Set up and maintain the breakfast bar in an attractive abundant-looking, organized, clean and 
      standardized   presentation.

25. Take inventory of food, beverages and supplies needed for each day.

26. Order or purchase food supplies

27. Prepare foods such as fresh fruit, coffee and juices from concentrate.

28. Stocking coffee, juice and milk machines or dispensers.

29. Clearing and cleaning tables as they are vacated

30. Wiping up spills

31. Removing trash

32. Washing serving equipment and returning it to storage

33. Listening and responding to guests’ requests or complaints

34. Develop ways to increase breakfast scores on GSRS.

35. Decorate the breakfast area in attractive ways (prior approval for purchases).

Note:

A review of this description has excluded the marginal functions of the position that are incidental to the performance of fundamental job duties.  All duties and requirements are essential job functions.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to perform any other job-related duties assigned by their supervisor.

This document does not create an employment contract, implied or otherwise, other than an at will employment relationship.

I have read and discussed the above with the General Manager and fully understand the description of my job.

______________________________       _____________________________             ________________

EMPLOYEE NAME                                        EMPLOYEE SIGNATURE                                  DATE

________________________________        ________________

GENERAL MANAGER SIGNATURE                 DATE

