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The hotel receptionist

If you enjoy meeting and helping all kinds of people, this
could be a great job for you.

Hotel receptionists make guests feel welcome, manage
room bookings (also know as reservations) and deal with
requests that quests make during their stay.

A hotel receptionist also needs to be friendly and
professional at all times, able to look after several things
at once and always stay calm, sometimes under pressure.



What education do you need?

Many employers will prefer you to have a good
standard of general education and possible some
GCSEs (A-C) in subjects such as English, maths and
IT. Some employers may also want you to have
experience of using a telephone switchboard or a
computerised reservations system.

Although previous experience in customer service or
office work would also help you, you can also
prepare for this work by taking or relevant college
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Entry Requirements

You will need good administration and customer service skills
for this job. IT skills will also be useful to work with
computerised booking and payment systems. Many employers
will want you to have a good standard of general education,
including GCSEs (A-C) in maths and English.

You could prepare for this work by taking a relevant full-time
or part-time college course, to gain some of the knowledge
and skills needed in this job. Courses include:

Level 1 Certificate in General Hospitality

Level 1 Award in Introduction to Employment in the Hospitality
Industry

Level 2 Award in the Principles of Customer Service in
Hospitality, Leisure, Travel and Tourism



Useful Vocabulary

Welcome to our hotel.
Good morning/day/evening.

| can show you to your room.

Please let me know if you need
any assistance.

Is there anything else | can do for
you?

How may | be of assistance?

| hope you enjoyed your stay.

[1o6po noxanosaTtb B HaLl OTefb.

[obpoe yTpo/aeHb/Bevyep.

A mory nposoauTtb Bac o
BaLlero Homepa.

[Moxanyucrta, ganuTte 3HaTb, €Cnn
Bam noTpebyetcs kakas-nnmbo
NOMOLLIb.

A yem-TO elle Mmory ObiTb BaMm
rnoneseH?

Yem s Mory Bam nomoyb?

Hapetocb, Bbl OCcTanucb
OOBOJSIbHbI MPOXUBAHUEM.



Useful Vocabulary

What name is the reservation under?

May | have your passport, please?

Could you please fill in this registration

form?

Please sign here.

Your room costs...

Please take your room key.

Would you like to pay cash or credit?

Your room’s on the (2, 3, 4, 5) floor.

Do you need help with your luggage?

Would you like any help with your
luggage?

Ha 4ybe nmsa odopmreHo
6poHnpoBaHne?

He mornu 6bl Bbl, noxanyncTa, gatb
CBOW nacnopr.

3anonHute, noxanyncra, 6naHk
perncTpauumn.

Byabte oobpbl, noagnuwiMTe 34€eCh.

Baw Homep cTouT...

Moxanyncra, BO3bMUTE CBOW KITHOM.

Bbl BygeTte nnatuTb HaNMYHLIMU UNK
KapTon?

Baw Homep Ha ... aTaxe.

Hy>xHa niv Bam NOMOLLb C BalUUM
Oaraxxom?

OkasaTtb N1 Bam KaKyI-O-J'IM6O NMnomMoLlb C

Oaraxom?



Useful Vocabulary

Are you ready to check out?
What room were you in?

I'll just need to ask you for
your room keys.

How was your stay?
Here’s your bill.

There is an extra room
charge on your bill.

Would you like to check and
see if the amount is correct?

Here are your receipt and
your change. Thank you.

Bbl roToBbI Bble3)aTb?

B kakom HOMepe Bbl
npoXxueanu?

MHe Heobxoammo
MNOMNPOCUTL Y BacC KINHOYN.

Kak npowuno sawle
npebbiBaHNE?

BoT Baw cuer.

Ha cuyeTe Bawiero Homepa
NMEKTCS AONOSNMHUTESbHbIE
pacxogbl.

YKernaete npoBepuTb CYET U
ybeanTbCs, YTo cymma
BepHaa?

BoT Bawla kButaHums u
coava



Reception(front desk)

* The responsibilities of receptionists or front
desk clerks\agent:

1. Prepare for the guests arrival

2. Greet the guests when they arrival

3. Check the guests into the hotel

4. Assign suitable rooms and check the guests method
of payment

5. They keep a record of the status of each room in the
hotel.



How to Become a Hotel Receptionist (1 step)




How to Become a Hotel Receptionist (2 step)




HOW TO BECOME A HOTEL
RECEPTIONIST (3 STEP)

Gel a well-balanced educdlion. A minimum of a high

school diploma will be required, and some college
courses will also help you become a hotel
recepltionist.

« Take English and communications classes that will
provide you with the ability to communicate
effectively verbally and in writing.

o Take math and finance classes so you dre prepared
to handle payments and money.

o Look for opportunities 1o take hospitality courses.
Many community colleges and online schools offer
classes in tfravel, fourism and hotel management.



HOW TO BECOME A HOTEL
RECEPTIONIST (4 STEP)

Obtain experience in office and front desk functions.

» Work as a receptionist or an office assistant in a
professional setting. This will help you learn skills
required of a hotel receptionist.

« Answer phones, greet customers, organize paper
and computer files, and get experience managing
multiple administrative functions.
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HOW TO BECOME A HOTEL
RECEPTIONIST (5 STEP)

Sharpen your customer service skills. Working as a
clerk in a refail setting, or in a call center will give you
the customer service experience that you need to
become a hotel receptionist.

» Provide answers to questions, resolve complaints,
and maintain a cheerful, positive and professional
attitude when dealing with customers.
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How to Become a Hotel Receptionist (6 step)




How to Become a Hotel Receptionist (7 step)




HOW TO BECOME A HOTEL
RECEPTIONIST (8 STEP)

Look for job opportunities.

« Check online job search websites such as
CareerBuilder, Monster and Indeed. You can
perform a search using specific keywords such as
"hotel receptionist” and choosing the city or state
you want to work in.

» Drop off your resume at local hotels where you
would like to work. Ask o speak 1o the manager
and infroduce yourself. This will give you a chance
to demonstrate your professional, positive attitude
and personality.






