e L8
P.O. Box 370, 6447 Holiday Valley, Ellicottville, NY 14731
www.thetamarackclub.com

JOB DESCRIPTION: FRONT DESK AGENT

Position Objective:
The Front Desk Agent is perhaps the most visible member of the Tamarack Team and requires
an individual with a positive “can do” attitude.

The Front Desk Agent represents the Tamarack Club to the guests throughout all stages of the
guest’s stay. He or she identifies the type of guest checking in (owner, rental guest or Resort
Condominium Tnternational (RCI) exchange), then, follows the correct protocol for dealing with
that respective guest. Other functions include, but are not limited to, pre-check in procedures,
pre- check out and check out functions, assigning of safe deposit boxes, up-selling rental guests
at the time of check in and dispensing information on the Tamarack Club, Holiday Valley and
the surrounding area. The Front Desk Agent is also responsible for selling Holiday Valley lift
tickets.

Reports to: Front Desk Supervisor

Works Closely with: All members of the Tamarack Club Team. He or she works especially
close with Housekeeping and the Guest Services staff.

Major Responsibilities:

1. Registers guests and assigns rooms accommodating special requests whenever possible.

2. Assists in pre registration and blocking of rooms for reservations as directed by the
supervisor.

3. Thoroughly understands and adheres to proper credit card, check cashing and cash handling

policies and procedures.

Understands room status and room status tracking.

Knows room locations, types, availability, room rates.

Uses suggestive selling techniques to sell rooms and to promote other services of the hotel.

Coordinates room status updates with the housekeeping department by notifying

housekeeping of all check outs, early check ins and special requests.

8. Keeps track of ready rooms so that guests can get their room keys as early as possible.

9. Possesses a working knowledge of reservation functions.

10. Takes same day (walk in) reservations and rebooks guests whenever possible.

11. Knows cancellation procedures.

12. Is proficient with all front office equipment.

13. Processes guest check outs.

14. Posts and files all charges to guest and master accounts.

15. Follows protocols for issuing and closing out safe deposit boxes used by guests.

16. Uses proper telephone etiquette at all times.

17. Uses proper mail, package, fax and message handling procedures.

18. Attends department meetings.

19. Helps in the coordination of guest room maintenance with the maintenance staff.
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