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Title: Reservation Supervisor
HRAT A2 K - e FE

Department: Sales and Marketing

AE e B

Hierarchy: Reporting to Reservations Manager
Z): [ea) AT 5 8 PRV 4R

Direct Subordinates: Reservation Agents

BT - AT 6 SC 5R

Indirect Subordinates: Reservation Agent Groups
[E1E 7 e TR G
Category/Level: L5

) 5%

Scope/BR 5t 5. -

e The Reservations department is in charge of the conversion of the incoming individual and TO
Groups requests into confirmed bookings at the right rate for the right client at the right time,
communicated by the Management or the Revenue Manager, while ensuring the guest satisfaction
through the co-ordination of the booking requirements prior to arrival.

FRUT H 47 7 DL 2400 A% I g i 24 0 2 7 4 H 1 2 B A 2 2 B SR SR A A (]
PR SR AN TIE (RIS 38 3 P ] T 1 T PR T 0K, DA DR 2 2 2

e Supports the Reservations Managers in the delegated activities
FEFRBLE B o SR T e

e Supervises the duties and quality of wok of the Reservations Team, while ensuring their efficiency.
WS B FLT 3B A BA B TAE SR A TAEER BT, RIS A fRIL TAERCR.

e Co-operate with any reasonable request made by the management team or senior manager
Bo &8 B ZBE SR AN GRS AR TS BEER

Responsibilities and Obligations/3AE & X 55

Management / Strategy’s B2/R #%
e Handles training development, performance checks.
FsT RIS, SUE.
Create an enthusiastic, motivated and performing ambiance and team
QUEEAE . B HAAT o i AT B
Provides the daily Rates and inventory objectives to the Reservations Team in collaboration with
the Revenue Manager and the Reservations Managers

WM S E B MBI A G E, SRS T 5 AR R A& AN %5 55 36 R & H bk .
Ensures that the shifts handovers are smooth and timely organised.
W R BE IR AC B2 0808 S I 2H 245 HBREAT
Informs the Reservations Manager about new or changing administrative requirements needed to
improve the reservation function.

T RN 0 28 O et T T R XA b R H R8T AT TEU, P SR B A B AT U P
Effectively manage the day to day operational issues in a timely manner.
1
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.308

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 20F5

o OIS RAL L H RIS A i

Computerized reservation system Management
HENBE RGEH
e Ensure the quality of the database for all fields. Train and support when needed.

T ORI A A8 ) 0000 PR AR TG iR o 7E W Z2 I AT BE IR SRR

Provides timely reservation information for use by the front office and hotel officials.
DNBTTT N LA R N R A K i T £ 12

Supports the Reservations Manager in the System Checks and inputs.
SCRFAT H 2 BN RGHEAT R B AN .

Supports the Reservations Manager in all missions as requested.
SCRFTRAT B 2 B SR I I 155

Ensure, FIT’s, group bookings are in the system correctly and that the relevant staff members have
dealt with them efficiently.
IR R G A NEE BATOTE BRI IEMYE, DURAHSC TAE N VA S 34T N .

Customer Satisfaction and Business Development
J i B AL 5T R
e Ensures the Customer Satisfaction through the right process of welcome, confirmation and

implementation of the bookings with the Rooms division and the other departments involved.
IS 5 %% b3 B HA AR SR 11X TUE (5 BT @ N R . BN S St, R ORI T
£,

Resolves requests involving booking and policy exceptions and rules, to a limited level.
it il R FLT RGN b S AN ) 22 5K 22 R g K

Evaluates program effectiveness through customer surveys or analysis of higher-level directives
and requirements, financial performance, and forecasts projections and trends.
T o U A 5 R B ) B i AR AR MR L B GUAN B S B b, PRA TR
AR

HaS the ability to negotiate with clients and customers
A 5% P R b i ae

Can participate to some sales activities targeting Key Clients
Z 5 E R R E RS

Respects the Sales information and segmentation of the clients and take a particular care to the Key
and TOP Accounts and ensure the permanent development of new accounts through the quality of
service provided in reservations and the report of potential or existing problems in a minimum
period of time.
HEMEE RN RE R ORI E G L E R I AE TS IS5 R R
JIR 55 Jot B AT EIAT B VR AE 1) R A o DA B e I ) P i PR A JEE K A28 )7

Detects Business Opportunities and communicates them to the relevant person
o | V1 B SRS NI ARTA B

Communication as a Business development tool.
Vi, AR TR
e Communicates adequately and regularly with the Revenue Manager and other Deputy DOS to
adjust the strategy and actions
i 21 58 3 5 Wi o 28 AN H At 25 65 B e 78 0 V@ AR v, R AT 31
e Liaise with Front of House, C+E and Sales departments to ensure effective communications and
rates agreements are detailed within the system

W 50T CHEFAIA BT IR T VA, MIOR RGN VAN B A R % S IE S
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e Ensures a smooth communication and relationship with the Rooms division.

ORS00 A BRok & .

e Delivers the necessary reports to the Revenue Manager

A A B 4 N an A

Financial #4551

e Ensures the pre-payment of the bookings. Train and support the reservations team accordingly.

B ORUSCHRIIT 2% . B5 I SCRFTE HIBA

e Support the Credit Department to reach their objectives

SCFFEDTHR,  LIYISEELH Fr .

Security, Safety and Health / {R[&%, &4 R{ggE:

Maintains high confidentiality in regards to guest privacy.
KN, DRIF L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wi e Ne TA AT 5EAT e, S ) e 22 3 R 22 AR 1] S i o

Notifies housekeeper regarding lost and found objects.
BPUTATIE R, S 5 kN2 5l

Ensures that all potential and real hazards are reported appropriately immediately.

XN R IR b AT AT W AR B SR R B

Fully understands the hotel’s fire, emergency, and bomb procedures.

NG K, BRI LA SR E R SR

Follows emergency procedures to provide for the security and safety of guests and employees.
LA ML AR LA DR 2 A3 LR 22 4

Works in a safe manner that does not harm or injure self or others.

PASC 224y 7 sCEAE, gl fo 3 & Bt .

Anticipates possible and probable hazards and conditions and notifies the Manager.

UL AT BERYSE R AN TG B0, I ML rn e 3

Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.

RFFRAEEMN N, BE, (ORCGR, BiRiES TN,

Competencies / B8 /1ER:

Understand the market place and market trends

T K Tiads

Have comprehensive rate knowledge on all segments (Corporate, Groups, Long Term, Leisure)

HARAEIT (A R KPILUEFRED KZ a0k iR,

Good command of English and Arabic.

ip YN CIETA SR

Organisational skills, management skills, open-minded, curious.

HAMELRET). BHERE. T8 HR AR,

Implementer and achiever, team leader and team player, resilience.

HERPAT . BRIV 56T, RIGRAZRETT.

Over 2 - 3 years experience working within a similar position for a volume hotel (more than 400
rooms).

HA% 2-3 PN EAEKIE)E (400 A% 5 UL L) SRABLKALE TAEL 5% .
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e Managerial experience and training experience
Excellent IT skills and knowledge of in-house database systems, commonly associated with Hotel
Reservation Data.
BEAEHERB)IELK.
HA OB ITECREAN 508 1k 7 2 H A 50 1 A R 88l &R Ge R il
e Good client service and communication skills

HAT RAf % ) e ss 511850 .

Interrelations / A HEE R
Contact with Rooms Division, Sales department.

5% 5 B AN & B HEAT IR R

Work Conditions / TAE %4
Regular hours with extra times occasionally.

T AR 8] 5 A8 2R AR BT 8]

Date
H 1A

Reviewed By
HRZN

Approved By
GEIUN

I understand and agree to the above Job Description and that as a policy of XYZ

Hotels & Resorts, it is the responsibility of all Employees, to be both willing to teach, in order
to help colleagues reach their full potential and willing and accepting to learn, in order to progress and

improve personal abilities, resulting in maximum guest satisfaction.

Z N C I ATT L B RATER BT, FRANBE I B A2 HR TR DR 2Rk F R 580 5 I
KT R TR PUR T IR 2 R 5L LR DT . 2R 35 Bh A 1 0 [F) 35 R H Al AT 1 B i
RIHERE: BT IR PR K RITRIT A NERE . WE R B2 R R I N

Employee Signature Date
TS T H 3
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