
 

 
 

Job Description 
 

Position:  Night Supervisor Department: Nights Team Reporting to: Night Manager 

Job level: Non-Management Contract: Permanent Hours per week:  40 hours per week, 5 days 
out of 7 

Job purpose:  To supervise the front office and the hotel operation overnight in accordance with our brand standards, company 
policies and procedures, ensuring the highest levels of customer service and safety are provided 

Job Description 
Main objectives: 
 

 To supervise the Hotel Reception operation overnight in line with brand standards and company policy and procedure 
 Ensure the accurate completion of the daily night audit and reporting in a timely manner 
 To monitor and supervise the activity of all employees overnight ensuring they adhere to the brand standards, hotel 

policies and guidelines as set out in the employee handbook 
 To ensure the In Room Dining function operates in line with brand standard between 2300 and 0600 
 To maintain a strong working relationship with all departments and offer support with their operation 
 To respond to customer comments/feedback and report trends to the Night Manager 
 To lead, motivate, train and monitor the Nights Team in line with brand and company policy 
 To ensure an effective daily communication process with the over night team 
 To ensure that Team Members are managed in line with the Employee Handbook hotel policies & procedures. 
 To ensure all Night Porters have an up to date performance development plan 
 To ensure revenue is maximized through the Front Desk upselling programme 
 To conduct general administrative duties using Microsoft office, internet explorer and the hotel property management 

system  
 To ensure compliance with all legal, company and hotel standards 
 To ensure that all company systems are used to maximize efficiency and Guest satisfaction and safety 
 To ensure regular safety checks of the building 
 Any other reasonable request as required by the business 

Person Specification 
Essential skills and qualifications: 

 Previous 1 Year Nights experience in a 3* hotel 
 Previous experience of evacuation procedures and upholding fire life safety  
 A Passion for driving the Guest experience  
 Ability to respond to Guest feedback/comments 
 Previous experience of team member training and motivation 
 Evidence of problem solving 
 Excellent interpersonal and communication skills  
 Flexible, resilient and able to work under pressure 
 Previous cash handling experience 
 Excellent personal presentation 
 IT proficiency 

 



 

 
 

Behavioural Indicators: 
 
Entry 

 Personal Attributes (Self Development) 
 Functional Skills (Process Management) 
 Delivery at Pace (Passion for Customers) 
 Personal Attributes (Integrity and Trust) 
 Functional Skills (Communication) 
 People Skills (Leading a Team) 

 
 
Skilled 

 Personal Attributes (Resilience) 
 Personal Attributes (Respect for Others) 

 
Reference:  Closing date: June 2021 

 

 


