
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.

REGIONAL DIRECTOR OF LEARNING & DEVELOPMENT 

Responsibilities Include: Leading all learning and Talent & Culture development strategies, conducting 
Fairmont leadership training programmes, piloting new initiatives to enhance service and leadership 
training programmes, facilitating training programmes including Train The Trainer and e-learning, 
providing coaching and other executive development initiatives, designing and delivering teambuilding 
sessions and executive committee retreats, supporting Department Heads in the implementation and 
monitoring of Fairmont Hotels & Resorts core operating standards and service standards, providing team 
building exercises and other resources that will maintain or enhance departments’ performance, providing 
guidance and direction of hotel learning plans, preparing and controlling department budget, supporting 
the Director of Talent & Culture to achieve objectives, monitoring and reporting guest satisfaction data, 
and CES results and support appropriate follow-up actions through collaboration with the Director of 
Talent & Culture, developing, implementing and evaluating new training initiatives to maximize guest 
satisfaction and operational effectiveness, sustaining colleague performance reviews, assisting Talent & 
Culture team in the operation and administration of departments as required; championing Service Plus 
Committee, recognition programmes and Town Hall meetings, developing effective presentations, being 
knowledgeable of training resources, and contracting these resources as required, communicating learning 
opportunities within the region, modeling and communicating brand Mission, Promise, Values and ethical 
standards, ensuring compliance with core standards as they relate to Learning and Development, holding 
regular training meetings to dialogue with departmental and hotel trainers, and providing information for 
continuous planned learning, participating in corporate learning meetings as a key member of corporate 
learning steering committee. Other duties as assigned 

Qualifications and Requirements:  5 years’ experience as a Director of Learning or Director of Learning 
& Development, proven Human Resources and Learning experience with an in-depth understanding of 
Fairmont culture and values, certification with DDI Interaction Management and similar programmes, 
experience with hotel openings and transitions an asset, demonstrated outstanding communication skills 
and public presentation skills, proven ability to interact effectively with all levels of the organization, proven 
ability to work independently to set and meet deadlines, must be a passionate, energetic, creative, self-
motivated and a dynamic team player with a passion to serve both internal and external guests, working  
knowledge of Human Resources software programmes, proficient with MS Office required

FRONT OFFICE MANAGER

Responsibilities Include: Ensuring the highest level of personalized guest service through the application 
of all standards, policies and procedures, developing an engaged, enthusiastic and guest driven team 
through recruitment and the promotion and coaching of performance management practices, developing 
and executing effective action plans and strategies to achieve maximum guest satisfaction, assisting with 
maximizing RevPAR goals, ensuring the achievement of divisional financial objectives which includes 
assisting with budget preparation i.e. capital submissions, ensuring compliance with all aspects of accounting 
policy & SOX legislation, effective and collaborative interaction with all hotel departments, participation 
and representation in hotel-wide meetings and committees which includes ensuring departmental 
representation at all hotel committees, acting as a departmental liaison, developing a team of leaders who 
can effectively act as Managers on Duty, ensuring compliance with environmental objectives, all Health & 
Safety policies, crisis management procedures and BCP plans for the department, in addition to updating 
and training colleagues through drill exercises, ensuring regular and effective communication with all Front 
Office colleagues and leaders to include individual and departmental communication meetings as well as 
daily interaction with all departments, assuming additional responsibilities in the absence of the Director 
of Rooms, other  duties as assigned

Qualifications and Requirements: Degree or Diploma in Hospitality Management an asset, 3 years 
of progressive experience within a luxury, unionized work environment with a minimum of 2 years’ 
experience in a senior Rooms Division leadership position.  Housekeeping experience an asset.  Proven 
record of delivering top quartile guest satisfaction, financial results, colleague engagement and brand 
adherence, must be a dynamic, enthusiastic, flexible and creative leader who thrives under pressure and 
can efficiently perform multiple functions.  Exceptional communication skills, proven leadership skills 
which support an environment of colleague growth and development, interdepartmental teamwork and 
exceptional customer service, superior problem solving abilities, must be able to evaluate and effectively 
resolve problems, must work efficiently in stressful, high-pressure situations, able to assimilate complex 
information including financial data, working knowledge of Property Manager, proficiency in Opera or 
equivalent hotel management system 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 in the daily operations to include reception, Royal Service, Fairmont Gold and Guest 
Services, supervising, training and developing team; assisting with recruiting, performance management, 
ensuring 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 Front Office Manager

Qualifications and Requirements: Hospitality Management Degree or Diploma an asset, 3 years front desk 
experience, 1 year 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

FAIRMONT GOLD & GUEST EXPERIENCE 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

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, managing 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 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, reconciling all invoices to ensure accurate billing within 

established deadlines, 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’ 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 MANAGERS

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 years’ previous experience including 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 
 

EXECUTIVE HOUSEKEEPER

Responsibilities Include: ensuring core standards are implemented and audited for consistency, developing 
and updating Job Task Checklists and Standard Operating Procedures for all shifts and positions, 
maintaining all guest rooms, public areas, and heart of the house areas, recruiting, training, coaching, 
developing team including performance management, measuring, interpreting and evaluating standards, 
creating and maintaining good working relationships within the department and with other departments, 
controlling all department purchases, controlling labour costs, preparing the annual budget, coordinating 
preventative maintenance programmes, managing the retrieval, safekeeping and disbursement of all lost 
and found items, conducting regular team meetings, developing improvements beneficial to the department 
and team,  maintaining full knowledge of housekeeping standards and trends, collaborating professionally 
with stakeholders i.e. suppliers, contractors, labour relations representatives, preparing accurate reports, 
other duties as required

Qualifications and Requirements:  Degree or Diploma in Hospitality Management or equivalent an asset, 
3 years relevant management experience required, preferably with a luxury hotel brand in a unionized 
environment, proven ability to successfully lead, train and motivate colleagues is essential, excellent 
administration, customer service, communication, interpersonal, problem-solving, team and organizational 
skills, previous Front Office experience an asset, proven record of effectively collaborating with all 
stakeholders, working knowledge of Property Manager preferred, proficient with MS Office required

ASSISTANT EXECUTIVE HOUSEKEEPER

Responsibilities Include:  Assisting with recruiting, training, developing and supervising team; includes 
performance management, supervising and directing all activities of assigned teams, assist with preparing 
and controlling the department’s budget; reporting variances as required, general office administration, 
including payroll, scheduling, ordering supplies and inventory control, developing and maintaining 
collaborative relationships with all stakeholders, assisting with room inspections as required, assisting with 
effectively managing and resolving guest requests and complaints, ensuring that par stocks are maintained 
at specified levels, following up on any waste detected and/or discrepancies, and taking corrective actions 
as needed, assuming additional responsibilities in the absence of the Executive Housekeeper, other duties 
as assigned

Qualifications and Requirements:  2 years relevant experience required, 1 year of which  in a supervisory role; 
preferably in a large hotel or comparable facility in a unionized environment, excellent detailed knowledge 
of housekeeping operations, basic training skills, excellent interpersonal, communication, organization, 
team, multi-tasking and problem solving skills; detail oriented, working knowledge of Property Manager 
preferred, proficient with Microsoft Office required

HOUSE OPERATIONS MANAGER

Responsibilities Include:  Ensuring core standards are implemented and audited for consistency, developing 
and maintaining Task Checklists and Standard Operating Procedures for all shifts and positions within the 
department, maintaining all Hotel guest rooms, public areas, and heart of the house areas, ensuring that 
the highest standards of cleanliness are met, recruiting, training and developing House Operations team, 
ensuring effective daily communications, including coaching and performance management, reviewing and 
communicating arrival reports including groups, VIP’s to ensure compliance with all special requirements, 
creating and maintaining cordial working relationships within the department and with other departments, 
controlling all department costs including labour costs to include effective scheduling, vacation planning 
and department productivity, assisting with the annual budget, managing the preventative maintenance 
programmes of rooms and other assigned areas, conducting regular reviews with all external contractor 
companies to maximize cost efficiencies, develop and maintain professional relationships with contractors, 
suppliers and related resources, ensuring that all departmental reports and correspondence are completed 
punctually and accurately, monitoring and auditing all Health and Safety aspects of the various House 
Operations departments, ensuring all staff are fully trained and up-to-date on Health and safety issues 
regarding chemicals, equipment and hygiene, owner for safety training of all department employees and 
for the department’s accident recordkeeping includes responsibility for proactively implementing steps 
to reduce/eliminate employee accidents, frequently perform inspection tours in guestrooms and assigned 
areas to identify areas requiring remedial work or replacements; ensuring colleagues maintain appropriate 
standard of uniforms, hygiene and grooming, conducting regular audits and identify areas of development 
& training needs, assume additional responsibilities as required

Qualifications and Requirements: 5 years management experience in Hospitality, Housekeeping or 
Maintenance required, preferably with a luxury hotel brand in a unionized environment, previous exposure 
to Front Office an asset, proven management style demonstrating leadership by example in all areas is 
essential, proven ability to successfully lead, train and motivate colleagues is essential, must be exceptionally 
organized, energetic, dynamic and able to effectively multi-task in a demanding environment, strong 
administration, team building, problem-solving and organizational skills, working knowledge of Property 
Management system Opera an asset, working knowledge of MS Office in particular, Outlook, Word and 
Excel

EXECUTIVE CHEF

Responsibilities Include: Managing a team of over 150 colleagues, managing the daily operations of all 
kitchen operations including banquets and colleagues’ cafeteria, developing, managing and directing menus, 
analyzing market needs and trends, customizing menus with a balance between local cultural traditions 
and international cuisine, developing the department’s strategic plan, preparing and managing the annual 
budget enforcing strict cost controls, managing vendors’ contracts and relationships, recruiting, developing 
and managing all kitchen colleagues, including performance management and time and attendance.  
Consistently promotes and maintains a positive work environment. Developing and implementing various 
training programmes including departmental orientation, health and safety procedures and tool handling 
techniques, managing the Culinary Apprenticeship Programme, developing and managing effective 
inventory controls, audits, effectively managing queries and complaints, developing and maintaining 
collaborative relationships with all stakeholders, ensuring all kitchen equipment and tools are operating 


