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m Please, bear in mind that it
depends on the size of the
hotel, sometimes front office
manager stands for reception
manager and the duty
manager as well.



ho 1s FO manager?

iger your department is the
irst and last impression that a guest has
the hotel, so it's your job to ensure it's a
od one.

p of the list of responsibilities is to
ke sure your receptionists on the front
desk are well-trained, friendly and offer a
warm welcome and speedy, efficient
check-in and check-out service for guests.




andling complaints before the duty
manager
= Troubleshooting emergencies
= Schedule of your staff



.
. Why to become FO
manager?

it is the positive

act you can have on guests:
ou're the face of the hotel. You
‘the tone for guests while they
there.

~ » Customer-facing position

= You can make the difference!



hat do you need?

one skills, particularly if you
elesales

iplomacy and cc nmunication skills to
dle any complaints and emergencies
level-headed manner

bility to multitask and manage your

w No fear of decision-making






