
Fairmont Southampton is a premier luxury resort and regarded as a leader in the hospitality industry.  Our mission is to turn moments into memories for our Guests.  An exciting hospitality career awaits you if you are 
committed to providing our Guests with an authentically local experience through providing warm and engaging service.

ASSISTANT DIRECTOR OF FINANCE & BUSINESS SUPPORT

Responsibilities Include:  monitoring and supervising the accounting function of the hotel, maintaining a 
system that will provide accurate and timely data, supervising and developing the accounting staff, assisting 
in the preparation of financial statements, annual budgets, and operating forecasts within strict deadlines, 
monitoring, supervising and preparing month-end balance sheet account reconciliation and analysis, 
managing the general ledger; ensuring timely completion of all month-end account reconciliations, account 
analysis and closing procedures, assisting in maintaining a system of internal controls, meeting all corporate 
policies and procedural requirements and ensuring all departments comply with policy, assisting departments 
in the interpretation, orientation, training and analysis of revenue, payroll and expense matters, assisting with 
the effective utilization and integration of hotel and accounting technology systems, including current and 
future software applications, verifying the accuracy of all audit transactions, ensuring accurate daily reporting 
of financial information, selecting, training, developing and managing the team including conducting 
performance evaluations, functionally responsible for handling the activities in the absence of the Director

Qualifications and Requirements:  professional designation or accredited university degree with an appropriate 
specialization in Accounting or enrolled in a recognized accounting programme with progression to 4th or 
5th level, or equivalent experience, 3 years accounting experience in a senior role as a Controller of a small 
hotel or as an Assistant Controller of a large hotel, excellent analytical, problem solving, administrative, multi-
tasking and organization skills, excellent interpersonal and communication skills, proven report writing and 
presentation skills, able to work efficiently, independently and cohesively, producing quality results within strict 
deadlines, in a multi-cultural environment, proven leadership and coaching skills with a record of developing 
a highly motivated and cross-trained group of progressive accounting professionals, comprehensive knowledge 
of hotel operating systems and software, including ACCPAC, Hyperion, MS Office, Lotus, LANmark, and 
Micros POS

FAIRMONT GOLD MANAGER

Responsibilities Include: developing and maintaining exceptional relationships with guests, providing accurate 
information to guests regarding attractions, dining, special events and related services, ensuring all guest 
requests are met and all concerns are promptly resolved, recruiting, training and developing an empowered, 
enthusiastic, guest driven team; includes performance management, creating and implementing improvements 
to guest services, assisting with preparing and managing annual budget including reporting variances, 
developing and maintaining cohesive relationships with internal and external stakeholders, developing and 
maintaining an efficient reporting system for department deficiencies, managing inventory, planning and 
executing assigned projects.  Assuming additional responsibilities as required.

Qualifications and Requirements: Hospitality Management Diploma an asset, 3 years progressive experience, 
minimum of 2 years  in a senior leadership position with supervisory responsibilities (Rooms Division or 
comparable) within a luxury hotel, active membership of Les Clefs D’Or and/or a second language would 
be assets, essential skills:  superior interpersonal, customer service, entrepreneurial, diplomatic, leadership, 
communication, problem-solving, organizational, analytical and multi-tasking, must be professional, articulate, 
creative, accountable and results driven, operational knowledge of Property Manager, proficient with MS Office 
required

FAIRMONT GOLD CONCIERGES (TEMPORARY FT/ON CALL)

Responsibilities Include: greeting, check in and settling guest accounts, developing and maintaining exceptional 
guest and related stakeholders’ relationships, assisting guests regarding hotel facilities in a courteous, 
informative and helpful way, providing accurate information about resort, local and area attractions, managing 
guest concerns and quickly resolving, logging and notifying proper departments, other duties as assigned

Qualifications and Requirements: University/College degree in a related discipline an asset, 1-2 years customer 
service related experience, must consistently maintain a professional demeanor, excellent communication, 
interpersonal, guest service, team and problem solving skills, previous Property Management System experience 
preferred, ability to learn other systems as required, proficient with MS Office required
 

ASSISTANT FRONT OFFICE MANAGERS

Responsibilities Include:  assisting with managing all aspects of the department’s daily operations, providing 
managerial support for Reception, Royal Service, Fairmont Gold and Guest Services in the daily operational duties 
for these areas, supervising, training and developing team; assisting with recruiting, performance management, 
ensuring proper staffing and scheduling in accordance with productivity guidelines, coordinating relevant 
departments to ensure arrivals are efficiently managed, ensuring daily work is completed, supervising shift 
closings, processing various accounting transactions etc., working in Night Audit as required, communicating 
through pre-shift logs, emails and departmental meetings all pertinent information for the respective shift and 
areas of operation, preparing and delivering training as required, assisting guests regarding hotel facilities, 
programmes, activities, special requests, charges, complaints, assuming additional responsibilities in the 
absence of the Director of Front Office

Qualifications and Requirements:  Hospitality Management Degree or Diploma an asset, 3 years front desk 
experience, one (1) of which in a supervisory role required, basic first aid certification or willing to complete, 
proven superior supervisory, leadership and training skills, excellent customer service, communication, 
interpersonal, organization, prioritization, multi-tasking and problem solving skills; detail oriented, experience 
with a Hotel loyalty programme an asset, knowledge of Micros-Fidelio Property Management System an asset, 
proficient with MS Office required

GUEST SERVICE AGENTS (TEMPORARY FT/ON CALL)

Responsibilities Include: processing guest arrivals and departures, responding to all guest enquiries, proactively 
resolving all situations, developing and maintaining collaborative relationships with all departments, 
maintaining current knowledge of resort’s outlets, products, services, amenities, maintaining current knowledge 
of activities, services etc. available on Island, processing and balancing postings and floats accurately
 
Qualifications and Requirements: Hospitality Degree or Diploma/Certificate an asset, a second language 
an asset, previous cash management experience an asset , proven  math skills, superior communication, 
interpersonal, team, multi-tasking, and problem solving skills, essential attributes: being diplomatic, friendly, 
courteous, engaging and efficient with a professional appearance/demeanor, working knowledge of Internet. 
Property Manager an asset, proficient with MS Office required

ROYAL SERVICE AGENTS (TEMPORARY FT/ON CALL)

Responsibilities Include: processing all external and internal calls and assisting as needed, taking ownership 
of the caller’s request and ensure follow up according to the hotel’s standards, having a sufficient working 
knowledge of all departments, maintaining and monitoring the “Royal Service” software system, serving as 
a liaison for Guests requiring information relating to all aspects of the hotel, handling and distributing faxes, 
voice messages and written messages for internal and external Guests, other duties as assigned

Qualifications and Requirements: Hospitality Degree/Diploma/Certificate an asset, previous customer related 
experience an asset, must possess outstanding guest services skills and sophisticated verbal communication 
skills, strong interpersonal and problem solving abilities, responsible and reliable, proficient with MS Office 
required

CONCIERGE AGENTS (TEMPORARY FT/ON CALL)

Responsibilities Include: providing flawless proactive service to our guests, booking and confirming 
guest itineraries, restaurant reservations, excursions and other activities, and assisting in the Royal Service 
department, providing guests with accurate information and appropriate recommendations while sharing 
comprehensive knowledge of the property and the Island.  . 

Qualifications and Requirements: previous hotel experience an asset with a knowledge of resort facilities/
services, tourist attractions, current events etc., possess professional telephone and email etiquette, have 
excellent communication, organizational, multi-tasking and interpersonal skills. Proficient with MS Office 
required

DOORPERSONS (TEMPORARY PT)

Responsibilities Include: proactively engaging our guests in a courteous, helpful and friendly manner, providing 
accurate information on our resort and related activities, opening hotel and car doors, organizing transportation 
for hotel guests and visitors, escorting guests to registration areas and/or directing guests to these areas, lifting, 
tagging and securing guests’ luggage/parcels, coordinating front entrance traffic flow, ensuring front entrance 
is spotless and performing flag procedures

Qualifications and Requirements:  previous customer service experience preferred, energetic, reliable, 
responsible, in good physical condition, well groomed, excellent verbal communication skills. Must be able to 
stand for an 8 hour shift and lift more than 100 lbs

TROLLEY BUS DRIVERS (TEMPORARY FT/ON CALL)

Responsibilities Include: safely driving our guests and colleagues on hotel property, willing and able to respond 
to guests’ enquiries in a courteous manner

Qualifications and Requirements: previous customer service experience preferred, must have a valid heavy 
truck driver’s licence and a clean driving record, be energetic, reliable, in good physical condition, well groomed, 
proven customer service skills with a friendly, courteous and helpful personality
  

BELLPERSONS (TEMPORARY FT/ON CALL)

Responsibilities Include: proactively engaging our guests as well as opening hotel doors, handling luggage, 
conducting complete guest room orientations for all new arrivals, delivering newspapers and parcels to guest 
rooms, collecting and delivering guest laundry and performing flag procedures

Qualifications and Requirements: previous customer service experience preferred, energetic, reliable, 
responsible, in good physical condition, well groomed, able to stand for an 8 hour shift, lift more than 100 lbs 
and safely steer a fully loaded brass bell cart throughout the hotel. Must have a passion for serving people, be 
self-motivated, as well as possess excellent interpersonal and verbal communication skills

DISCOVER BERMUDA OPERATIONS MANAGER

Responsibilities Include: acting as a personal on site liaison between the meeting planner and the various hotel 
departments, managing multiple clients, staff and vendors to ensure fulfillment of all programme elements, 
pro-actively up-selling client products and services to ensure best possible success of Discover Bermuda, 
handling direct Sales (prospecting and contracting) for small or short lead groups, negotiating with vendors to 
ensure that the best pricing secured before contracting, maintaining current knowledge of Destination Market 
trends in Bermuda and Globally, using information gathered to plan and contract all necessary elements to 
ensure successful programme operation, analyzing all elements prior to contacting the client, ensuring that the 
contract is in the best interests of both parties, maintaining current knowledge of the department’s monthly 
financial goals and managing profit margin targets, building a successful personal rapport with each client, 
maintaining accurate records to ensure a successful programme, customer relationships and accurate billing, 
communicating daily with the client on any changes and costs incurred with clients signature while on-site, 
reconciling all invoices to ensure accurate billing within posting deadline target dates, ensuring all clients 
receive a query response within 12 hours of receipt, attending all assigned pre-convention meetings, other 
duties as assigned

Qualifications and Requirements: College or University Degree in Hospitality preferred, 2 years of Hospitality 
related management experience preferred, excellent knowledge of  local entertainment, recreation and 
transportation, proven theme based event planning and Food & Beverage menu planning, excellent 
communication, interpersonal, team, negotiating, problem solving, organization and multi-tasking skills, 
essential attributes include: creativity, adaptability, initiative, professional demeanor and behaviour, proficient 
with MS Office required

CONFERENCE SERVICES AND CATERING MANAGER

Responsibilities Include: contracting and managing destination weddings, planning corporate meetings and 
incentives programmes, contracting and managing socials, catering weddings and events, establishing and 
maintaining rapport with clients, prior to, during and post event/conference, encouraging repeat business, 
organizing event/conference bookings from date of booking to departure, including meeting requirements, 
guest room requirements, guest room pickup, food & beverage and audio visual, sales calls via phone and in 
person, creating floor plans for each event to ensure banquets and clients are in agreement, initiating billing 
procedures, ensuring any deposits and/or credit applications are received with adequate information and 
within an acceptable time frame, conducting pre-conference meetings with clients and pertinent departments 
to confirm all relevant details are communicated, conducting and/or attending daily meeting to review event 
contracts and ensure changes are communicated with appropriate departments, other duties as assigned

Qualifications and Requirements:  Hospitality Management degree or diploma in a related discipline 
preferred, 3 to 5 years previous experience with leadership experience within a similar role required, 
excellent communication skills, interpersonal, team, problem solving, multi-tasking required, proven record 
of accountability and dependability, operational knowledge of the OPERA system, proficient with MS Office 
required 

SECURITY OFFICERS (FT/TEMPORARY FT)

Responsibilities Include: ensure the overall safety and security of the hotel guests, Colleagues and hotel premises, 
act as a member of the Emergency Response Team, responding in cases of fire, accident, safety concerns and 
calls for medical assistance, ensure that any violations to law or hotel policy is investigated and reported, respond 
to all emergency situations and provide First Aid and C.P.R. as required, correct and report any fire hazards or 
health and safety hazards, report and investigate occurrences of accidents, complaints, criminal activity, and 
crisis situations, conduct departmental key control audits and maintain key control records, maintain computer 
records of all actions in a Daily Activity Report, assist guests regarding hotel facilities in an informative and 
helpful way, other duties as assigned

Qualifications and Requirements:  University/College degree in a related discipline preferred, previous 
experience in a Security role required, Certification in CPR First Aid required, valid heavy truck driver’s licence, 
must possess a professional presentation, strong interpersonal and problem solving abilities; responsible and  
reliable, ability to work well under pressure in a fast paced environment, ability to focus attention on guest 
needs, remaining calm and courteous at all times, proficient with MS Office required
 

KITCHEN ARTIST

Responsibilities Include:  creating and setting up all festive and themed buffet props, assisting Garde Manger 
as required, training/mentoring junior chefs, training/mentoring junior chefs, sharing ideas, observations and 
recommendations for enhancing products/services, ensuring requisitions are accurate, maintaining complete 
knowledge of all menu items, daily features and promotions, ensuring cleanliness and maintenance of all work 
areas, utensils, materials and equipment

Qualifications and Requirements:  Diploma or Certificate from a recognized culinary school an asset, 5 years 
related culinary experience to include ice carving, butter sculptures and styro foam carving, superior creative 
skills, excellent team, organization, communication skills. Basic computer skills with a working knowledge of 
MS Office an asset

SOUS CHEF (BANQUETS)

Responsibilities Include: managing the daily planning, directing, preparation, production, and presentation of 
all food for high volume banquet functions and staff cafeteria, ensuring the highest quality and consistency in the 
production, preparation and presentation of all food, supervising and inspecting incoming product, inspecting 
all refrigeration and dry storage for proper handling and rotation, maintaining current knowledge of guest 
feedback; constantly seek opportunities to follow up on their experience, maintaining and enhancing the food 
products, assisting with creating, effectively costing and implementing new menus, maintaining full knowledge 
of all menu items, daily features and promotions, participating in and/or leading meetings, preparing reports 
summarizing profitability, customer satisfaction etc., ensuring the cleanliness, sanitation and maintenance of 
all work areas, utensils, and equipment, recruiting, training, developing, evaluating, mentoring assigned team, 
conducting daily shift briefings with kitchen colleagues, ensuring proper staffing and scheduling, maintaining 


