
 
 

 

Hotel 
Closes 03/01/2016 

Front Desk Clerk 
FT/PT Full Time 

The purpose of the Front Desk position is to ensure our guests have the best experience 
possible. Responsible for all Front Desk duties such as (but not limited to) check-in, check-
out, handling phone calls, reservations, assist with concierge duties, proper cash handling and 
any and all reporting required as per shift checklist. The Resort prides itself in the level of 
personalized service we provide.  Therefore, we expect our Front Desk Staff to maintain a 
high level of integrity and service and to always attend to our guests’ needs in a professional 
manner. 
 

Location: San Francisco 
Education:  
 
HS / GED 

Job hours: Various 

Qualifications: 

 Graduation from 2-year College or technical school; or 6-12 months related experience 
or training. Hotel and timeshare operations helpful. 

 Ability to effectively and tactfully deal with the problems of guests, owners, board 
members and the public in the absence of supervisory staff members; and to resolve 
unusual or difficult situations to the guests’ satisfaction. 

 Ability to perform mathematical calculations. Must have working knowledge of System 
9900. 

 Bilingual (especially Spanish and Chinese) language skills are helpful but not required. 

 Job Duties: 

 This position requires having a high energy level and being comfortable performing 
multifaceted projects in conjunction with normal activities.   

 The front desk clerk must be well organized, advocate team support, possess an ability 
to get along with diverse personalities and be tactful, mature, and responsible.  

 Willingness in offering the highest quality of customer service is an essential part of this 
position. 

 Welcoming and serving guests in a courteous, efficient and friendly manner, both face-
to-face and on the phone. 

 Responsible for registering guests, assigning rooms, settling guest accounts and 
coordinating with other departments to satisfy guests requests 

Salary and Benefits: 
$15.00 D.O.E. 

Drug Screen and Background 
check: Yes 

To be considered for this opportunity, please email your resume and a cover letter indicating 
why you would be a great candidate for this position to jobs@successcentersf.org    
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