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Title: Reservation Agent
HRAT A2 K - T ER S 5
Department: Sales and Marketing
AE e B
Hierarchy: Reservation Supervisor
Z): e FE

Direct Subordinates: N/A

HETE: ANid H]

Indirect Subordinates: N/A

)% N ) - AT

Category: L6

-

Scope/BR 5t 5.l :

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.

T ER A1 97 L& A% I 9 i 24 00 2 7 0 H A PR B i a2 BRAR TR R SR A AT ]
PR SR B SR ATIUE ,  [RINFIE I P i 2 NARIE T R PUE 25K, DL IR AT
Supports the Reservations Supervisor in the delegated activities

FERBUE SN TSR HUE £

Responsibilities and Obligations/BR $ 1 Y 4

Customer Satisfaction and Business Development

Wgﬁﬁﬁﬂk%ﬁﬁ

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.

ﬁﬁ%ﬁ%%ﬂﬁ@ﬁ%%Hﬁﬁﬁﬁﬁﬁﬁﬁﬁ%%ﬁ\%ME%%,%%m%%%

Considers the Sales Department as a prime client.

BRI ATEZE

Respects the objectives of the rates and inventory through the consultation of the system and

verification with the reservations supervisor or Reservations Manager for sensitive requests

%ﬁfﬂ%%ﬁ%%ﬁ%i BT E B2 BN BBURCE SR A, UBEIE A% 5 2 b R R
JHR.

Ensure the quality of all rate and product information provided to a client

B ORG240 20 7 B B A ks R i A5 B IE TS 1%

Ensure on-time quotations.

B RIZ I AR AT

The goal is to converts offers into confirmed and guaranteed bookings

R AR ST e afiA It HARIELT 55 0 H A5

Implement the follow up process of the department and Efficiently traces the offers in due time.
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SEJ PR AR, & N A AR R S

e Has the ability to offer rates and room category as long as they appear available in the system.
A EEU RGP IR b5 KSR A 4% 1 BE ) o

e Upsell an confirm the upsellings
THEH S K i€ o

e Can participate to some sales activities targeting Key Clients
Z 5 E SR P ETES

e 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.
HHEAEGEEMTSM % Rl RO E U E B P I R FiUE R 55 Hh SR A
JIR 55 Jo B A EAT B VA 1) R AR o DASUAE R e I ) P 4 PR i JRE K A28 )

e Detects Business Opportunities and communicates them to the relevant person
25 HLAE I A 58 N VA

e Communicate any problem, issue or risk for an account with the DOSM MICE and the Account
Handler.
5DOSM MICE (Tiilz#fain MICESR2) A% g B LA P 1 — IS, n) &
B U o

Computerized reservation system Management
THENTE RAE 2
e Provides timely reservation information for use by the front office and hotel officials.
DNETIT N SR R N R A S it i FE 15 12
e Ensure the quality of the database for all fields.
B DR BT A S ) B 2R IE B TE R
e Supports the Reservations Manager in the System Checks and inputs.
SCRETIAT E 2 B R AT R B AN
e Supports the Reservations Manager in all missions as requested.
SCRETIAT 4 B EOR I T A AT 55

Team
Zil Vi)
e Participates actively to trainings.
Bz 55
e Participates to the positive ambiance in the department
A E GBI TR G .
e Respects the rules and regulations of the departments
TREST BT ) AR 2 A
e Respect and exceed the quotas set by the Management
TRLANG R B B R TE PR 55
e Ensures that the shifts handovers are smooth and timely organised.
B PRIE IR A F2 e 2 i 4 23 5 ELR 3347
e Effectively manage the day to day operational issues in a timely manner.
T A A B H S AR i

Financial
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Wi %5 75 THl

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

TR TILT 9% o E5 5T SCRFTIE [B1BA -
Support the Credit Department to reach their objectives
SCRHBBTES, DUSEELE AR

Security, Safety and Health &, &4 Rk

Maintains high confidentiality in regards to guest privacy.
KTBENEH, ZRFFEILEN.
Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wi Ne T AT 5847y, S ) e 22 3 R 22 AR 1] S i o
Notifies housekeeper regarding lost and found objects.
BRI RS, SN A2 5 R
Ensures that all potential and real hazards are reported appropriately immediately.
T A K IS R AT AT VB A B L SE Y
Fully understands the hotel’s fire, emergency, and bomb procedures.
NG I, BRI LA SRR SR
Follows emergency procedures to provide for the security and safety of guests and employees.
AT RSN SR, URIER N R T2 4.
Works in a safe manner that does not harm or injure self or others.
PAISCR 224 i 7 sNEAE, @i kB S e N
Anticipates possible and probable hazards and conditions and notifies the Manager.
L AT RE SR B E oL, I St A E BN A .
Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
conduct.

RFFRAEDN N AL, R, OFENER, BRES KT8,

Competencies/g8 7 ER

e Good client service and communication skills

HAT R 0% 7 i ss SR8 505 .

e Good command of English or Arabic.

iep s o TR A (2

e Serious

HATRHARSE.

e Over 1 year in Call center or as operator or at reception

A LU BRIty #AF s 5 TR

Interrelations/fE HEE & :

Communicates adequately and regularly with the Reservations Supervisor and the Reservations
Manager.

3] W15 Tl 18 MTIET A4 B 78 70 VA AR T

Liaise with Front of House, C+E and Sales departments to ensure effective communications and
rates agreements are detailed within the system

W 5HTTH . CHEFAIEH A TEATIIE, WOk RSN A HAA S kg i@ imeE B .
Ensures a smooth communication and relationship with the Rooms division
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Work Conditions/ TAEZf:
Regular hours with extra times occasionally.

T AR 8] 5 48 2K AR B ]

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 AT L B RATER ST, FRANBE I B A2 HR TR DR 2R F R 580 5 I
KT IR TR PUR T IR 2 A 5L LR DT . 2l 35 Bh 3 1 10 [m) 3 R A A AT 1 S i
RIHERE: BT IR PR K RITRI A NERE . WE R B s 2 BRI N

Employee Signature Date
TS T H 3
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