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	HOST PERSON/RESERVATIONISTS:

	Position Title:  Host Person/ Reservationists  
	Effective Date:  

	Reports To:  Dining Room Manager
	Revised Date:  

	Supervises: N/A
	Company Code: 

	Salary Range:       
	Status:  Non-Exempt

	JOB SUMMARY:

	· The Host Person/Reservationists is responsible for ensuring the smooth function of the front desk and reservations in the restaurant by seating Guests and taking reservations.  

	QUALIFICATIONS:

	Pre-Requisites
	Work Experience and/or Education
	Preferred Training

	· At least 18 years of age
· Written and verbal comprehension of English language. 

· Good Energy when interacting with Guests.
· Basic mathematics computations
· Must be able to deal with guests in a professional manner while maintaining a professional appearance.
· Excellent Phone Skills
	· Minimum High School Education or equivalent.
· Minimum 1 years experience in any Customer Service related position.
	· Previous host/hostess experience preferred.  
· Basic computer skills are preferred.

	Required Work Cards:           FORMCHECKBOX 
 Gaming                FORMCHECKBOX 
 Non-Gaming                FORMCHECKBOX 
 Health Card                FORMCHECKBOX 
 Alcohol Awareness Card

	CORE COMPETENCIES:

	Attention to Detail:
	Communication:
	Conflict Management:

	· Able to be alert in any environment.

· Follow detailed procedures.

· Ensure accuracy in documentation and data.

· Carefully monitor gauges, instruments or processes.

· Concentrate on routine work details.

· Organize and maintain records.
	· Able to clearly present information through verbal and written English.

· Read and interpret complex information.

· Interaction with Guests.

· Actively Listen to others.
	· Able to use “Win –Win” approach to resolve controversy.

· Stay objective and fair when dealing with sensitive situations.

· Maintain constructive working relationships despite disagreement.

	Process, Policies and Procedures:
	Coping:
	Willingness to Service:

	· Able to act in accordance with established guidelines.
· Follow standard procedures in crisis situations. 
· Communicate and enforce organizational policies and procedures.
· Recognize and constructively conform to unwritten rules and practices.
	· Able to maintain a solution-oriented approach while dealing with inter-personal conflict, personal rejection and/or time demands.
	· Able to demonstrate a high level of service delivery.
· Do what is necessary to ensure Guest satisfaction.
· Deal with service failures and prioritize guest needs.


	Efficiency:
	Energize Others:
	Flexibility:

	· Able to produce the desired effect incorporating the least effort, time and waste. 
	· Able to exhibit a “Can Do” approach.

· Inspire others to excel.

· Use competition to encourage others

· Develop performance standards and confront negative attitudes.

· Develop and maintain a Team Spirit.
	· Able to remain open-minded and change opinions on the basis of new information.

· Perform a variety of tasks and change focus quickly as demands change.

· Manage transitions effectively from task to task.

· Adapt to varying Guest needs.

	ESSENTIAL JOB FUNCTIONS:

	· 

	· The Host Person/Reservationists will greet and seat guests in a welcoming, accommodating, and professional manner.
· Maintain and monitor waiting list.

· Answer phones quickly and politely without any sign of hurriedness.

· Record reservations accurately by phone or in person.

	· Employ essential hospitality standards:                                     eye contact, smile, speak first, engage in polite conversation and maintain a neat, clean, professional personal appearance.

· Maintain a clean and organized podium with clean and updated menus.


	· Acknowledge every guest’s departure with gracious and sincere salutation.

· Prepare daily reservation sheets.

· Pull and arrange tables and chairs for guests.

· Perform all other duties as assigned.

	WORK ENVIRONMENT: 

	· Must be able to maneuver to all areas of the restaurant, including food and beverage areas.  Requires mobility, prolonged standing, bending, stooping, and reaching.  Must be able to respond to visual and aural cues. Requires hand-eye coordination and manual dexterity.  Must be able to tolerate varying levels of stress, temperature, illumination, air quality and fatigue.  Heavy customer contact required.
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*NOTE:  This job description is not intended to be all-inclusive.

Employee may perform other related duties.

