
ASSISTANT GENERAL MANAGER

Th e award-winning Royal Palms Hotel is a successful small boutique 
hotel off ering the highest standards of service and accommodation 
to both business and leisure guests. Th is position would be ideal for a 
recent Hospitality Degree Graduate.

A guest orientated individual with a ‘be of service’ attitude is required 
to provide support to the General Manager with daily hotel operations 
and services with a focus on room reservations. 

Th is challenging hands on position requires a high degree of self-
motivation, organization, and attention to detail.  We require someone 
with the ability to multitask whilst delivering truly exceptional service.

Major responsibilities include but not limited to: 
• Assist in the day to day operations of a small boutique hotel 

especially in the absence of the General Manager
• Manage all incoming guest enquiries and reservation requests
• Oversee the daily operation of Housekeeping and Laundry
• Maintain close liaison with the Front Offi  ce to ensure constant 

delivery of excellent guest service with regards to reservations and 
upselling techniques

• Develop sales and revenue strategies in coordination with the 
General Manager

• Management and administration of property management system
• Manage and control inventory for website booking engine and 

all third-party sites and Tour Operators to negotiate rates and 
establish pricing

• Implementation of reservations procedures to maximize 
conversion ratios 

• Assist in the recruiting, managing, training and development of 
new team members

• Ordering and inventory control of all supplies
• Cooperate, coordinate and communicate with all departments to 

ensure highest level of guest service is maintained and standards 
are followed

• Build and maintain strong relationships with guests and local 
administrators to encourage and grow loyalty resulting in repeat 
business

• Responsible for hotel site inspections
• Oversee marketing initiatives through online, and social media 

accounts
• Support the General Manager with special assignments as 

required

Pre-requisites for this post:
• University or College degree in Hospitality Management is 

strongly preferred
• Minimum 2 years’ experience in a management position is ideal
• Previous experience with a Property Management system 
• Knowledge of Front Offi  ce, Reservations and Hotels systems is 

required
• Possess outstanding sales skills, guest service skills, professional 

presentation and sophisticated communication skills – both 
written and verbal

• Strong interpersonal and problem-solving abilities
• Proven track record of organizational skills, forward thinking, 

excellent time management, and the ability to plan and direct 
daily operations 

• Flexibility to respond to a range of diff erent work situations
• Able to work effi  ciently under pressure in a fast paced and 

sometimes demanding environment
• Must be able to work shift s, weekends and public holidays

Suitable applicants should email their resume along with a cover letter, 
and references to tzuill@royalpalms.bm

Closing Date for Applications: May 30, 2019


