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Position Description №

Position: 
Bell Man

Department:
Front Office

Reports to:
Front Office Supervisor

1. Bell Man should be aware of:

1.2. Internal discipline rules

1.3. Position Description

1.4. Safety and security standards

1.5. Services provided by the hotel

2. Duties:

2.1.  Be aware and follow the policies and procedures of the Front Office Department

2.2. Always wear appropriate uniform as prescribed by company policy and maintain personal cleanliness.

2.3. Greet every guest in friendly and courteous manner, carrying out all their requests if it is possible.

2.4. Maintain cleanness in the lobby area of the hotel (replace ash-trays etc.)

2.5. Maintain cleanliness in the luggage room. Process the luggage delivery in accordance with the procedures. 

2.6. Escort guest to their rooms Upon Guest Request Only. Deliver arriving baggage and remove departing baggage promptly as required.

2.7. Explain in-room features and hotel services to arriving guests, using appropriate upselling techniques.

2.8. Ensure that equipment is in top running condition at all times. Report to FO Supervisor all items needing immediate repair

2.9. Deliver newspapers and magazines to guest rooms

2.10. Deliver correspondence, messages and notes to guest rooms on time.

2.11. Process and distribute the hotel documents and correspondence to appropriate hotel departments.

2.12. Pass on to next shift ALL information and facts that he or she needs to know or be aware of during handover.

2.13. Carry out all Concierge and Guest Service Agent assignments. 

2.14. Deliver all archive documents to the Front Office storeroom. 

2.15. Support colleagues in a team environment

2.16. Participate in communication (Dpt. Meetings) and training programs

2.17. Take all opportunities to upsell and to offer new products and services being provided by the hotel

2.18. Take personal responsibility to ensure safety and security standards, participate in Health and Safety trainings, report faults and incidents.

2.19. Perform other duties assigned by management.

