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Nights Manager


Job Description

Position:	Nights Manager
Department:	Front Office/Nights
Reports to:	Front Office Manager

Lapithus Hotels Management UK Limited (LHM) was formed in 2015 to focus on managing the operation of mid and upscale hotels, under global brands, Crowne Plaza and Holiday Inn. Our portfolio of 21 hotels are in excellent locations throughout the UK. Our dedicated team of hospitality professionals have a wealth of experience working with a variety of international hotel brands.

KEY RESPONSBILITIES
· Effectively and efficiently manage the operation of Nights.
· Be conversant with all front office systems of operation – Opera, Delphi micros etc
· Develop the night team and actively coach on customer care skills, department procedures etc.
· Carry out on the job training. 
· Ensure that the handover procedures are followed in the transferring of all relevant information on a daily basis.
· Ensure a minimum of 2 safety checks at regular intervals with specific emphasis on safety, fire and health and safety.
· Check hotel guests in and out, and assist with luggage when required.
· To serve food and liquor to company standards and be aware of Licensing Laws and Basic Food Hygiene.
· Ensure all team members have a sound knowledge of the local area regarding history, places of interest and special events and where further information can be obtained.
· Ensure early morning calls are actioned at the time specified and to the standards laid down.
· Breakfast trays are delivered and service is given to the rooms when required.
· Ensure all cleaning of areas as dictated via the Front Office Manager/Operations Manager / Housekeeping Manager, removal of all trays from public areas, bedroom corridors as necessary.
· Establish a friendly and helpful attitude to all guests and staff.
· To show willingness to take on additional responsibilities when necessary.
· Recruit all new staff using the competency based interviewing procedure 
· Responsible for the training and development of all new starters 
· Ensure all new starters attend company orientation within four weeks of starting employment
· Carry out performance reviews as per the company performance management procedure.
· Be fully conversant with LHMUK disciplinary procedures and other relevant Human Resource Practices – Sickness and Absence.

FINANCIAL RETURNS
· Maintenance of all control systems and ensure all revenue is correctly charged and monies are securely kept.
·  Ensure all ordering and delivery of guest’s newspapers and the correct charging and controls are implemented.
· Ensure all monies for the payment of services are accounted for using the correct company procedure.


PEOPLE
· Comply with hotel rules and regulations and provisions contained in the employment handbook.
·  Comply with company grooming and uniform standards.
· Comply with timekeeping and attendance policies.
· Actively participate in training and development programmes Comply with hotel rules and regulations and provisions contained in the employment handbook.
· Comply with the company corporate code of conduct at all times.
· Familiarise yourself with our core values which link to the desired behaviours that we expect all our employees to display.
· Perform other tasks at the level of the role as directed by your line manager in pursuit of the achievement of business goals.
· Ability to work as part of a diverse team with colleagues from different viewpoints, cultures and countries. 
· Perform other tasks at the level of the role as directed by your line manager in pursuit of the achievement of business goals.
· Desire and ability to improve your knowledge and abilities through on-going training.
· Ability to work as part of a diverse team with colleagues from different viewpoints, cultures and countries. 

GUEST EXPERIENCE
Demonstrate service attributes in accordance with industry expectations and company standards to include:-
Being attentive to guests
Accurately and promptly fulfilling guest requests
Understand and anticipate guest needs
Maintain a high level of knowledge which will enhance the guest experience 
Demonstrate a service attitude that exceeds expectations
Take appropriate action to resolve guest complaints
· Appreciate the dynamic nature of the hotel industry and extend these service attributes to all internal customers.
· Be able to promote the health club/hotel (and IHG generally) products and services. 
· Maintain a high level of product and service knowledge about all health clubs and IHG hotels in your region.

RESPONSIBLE BUSINESS
· Demonstrate a comprehensive understanding and awareness of all policies and procedures relating to Health, Hygiene and Fire Life Safety.
· Familiarise yourself with emergency and evacuation procedures.
· Ensure all safety incidents, accidents and near misses are always logged in a timely manner and brought to the attention of your line manager.
· Perform other duties as assigned. May also serve as manager on duty.
· Pro-actively pursue all practices in-line with company environmental and energy saving initiatives 
· Have the desire and ability to improve your knowledge and abilities through on-going training.
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