Supervisor on duty (Shift Leader)

Name: _______________

Date:   _______________

SUPERVISORS TASK LIST

Morning Shift 

List to Do

	№

	Tasks


	Comments


	Done


	Not done (explanations)


	Result


	1

	Start your shift with reading of the Reception Log Book. Ensure that all important information has been handed over and understood. Also ensure that new memos are read and signed.

	
	
	
	

	
	
	
	
	
	

	2

	Print out Arrival and departure report.

	
	
	
	

	3

	Check Departure Report

	*If there are VIPs on it check correspondence 

* (Reservation request, Registration card. Log book etc.) and advise receptionists possible time of departure. 
* Fix this time on your Departure List. 
*Advise it to the Bellmen on duty. 

* Check with the concierge if there are any transportation requests for these persons. 
* Check with concierge all the transportation requests and compare it with your departure list. 
* Keep on your [is! any information you Eire getting from the guest about their departure time.

	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	4

	Check through the Arrival List

	*Ensure that all VIP rooms are allocated. 

* Ensure that ail special requests are arranged (extra bed,

	
	
	

	
	
	
	
	
	


	№

	Tasks


	Comments


	Done


	Not done (explanations)

	Result



	4

	Check through the Arrival List

	flowers, etc.) 

*Check with concierge all transportation requests. 

* Make your shift aware of any special events during the day (group arrival, VIPs etc.)

	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	3

	Start with the Credit Limit Report and check thoroughly.

	
	
	
	

	4

	Pick up due backs from the Accounting department (till 16:00).

	
	
	
	

	
	
	
	
	
	

	5

	12:00 print out Departure list

	*Contact the guests who's departure time is not settled.

 * Liase with housekeeping to maintain an accurate status of the rooms.

	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	6

	Collect all registration cards in accordance with the departure list of the corresponding day and hand over to the shift Header of the Afternoon shift.

	
	
	
	

	
	
	
	
	
	

	7

	Close your shift. Ensure that all important information has been handed over and understood by next shift supervisor.


	
	
	
	

	
	
	
	
	
	


General Comments:
*Remember: you are supervisor in charge and you are responsible not only for the reception staff but the entire Front Office, therefore

* control employees breaks

* ensure that each access to the Business Center when it is officially closed is receded in a special file

* ensure that the bellmen are always available for luggage assistance

* ensure that all staff are doing the job they are employed to do

Checked by FDM________________

