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GENEHAL MANAGER

! ]’ ;
mueoums SUPER vnson- Begional Vice President lof Operatlons

JOB SUMMARY:

Responsiblie for the over.il
and beverage operation:;,

marketing, establishing ¢ ommun _
inventory, maintaining the phv :

employees and hotel.

!
LMe management of the propmy wtich may include room rental, food
nquit operations, gift shop, andlgasoﬁ\e sevice. Also responsible for

y relatjons, record keeping, employde ng and training, controlling
s plam, as well as coping wn:h thd unexpected problems of guests,
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1.

Coordinates and pervrses the various departments o ensure an envuronment in which high
standards of con lfen, |ce. and quality exist for our guests

Maintains positive guest delatrons and presents an lmage through our employees which reflects
the Pitamber Ent erprises bhulosophy SR

Utilizes Pitamber Emerpnbes procedures to properly fomcast. hudg , and staff each operation

department.

implements and mamtan‘is a posrtwe marketing and sales program

Actively parucrpates in buslness, commumty, and cmc affalrs in local area.

Maintains the ph fslcal plant in"an attractive and economrca} manner in compliance with the
Maintenance, Pre ventwelMalntanance and Quallty Assurance polrclps

Ensures that all repons revenue, expenses, busmess volume. personnel payroll, and assets
are maintained to Comp‘ n epecrﬁcations
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Ensures that all polu:ues;, procedures, federal, state and Iacal laws are adhered to by all
employees in reg: xrd to personnel security, guest relauons, sefety, etc.

Maintains an adeq; uate mtuntoty of supplies and achieves budgeted cost controls in food, grft
gas, linen, guest |00m supplles, restaurant cleaning chemrcala, utility, telephone costs, etc.

Ensures personml devdqpment so that all subordinate pqreonnel are recewmg adequate
training, developn |ent, rndtwauon and performance review fdedback.

A. "Things Tu Do Ust' is ’:agmanda'tory item 'which;must be fax%d to the Corporate Office
everyday. | . ; ! -
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B. Managernqnt Repon is & mandatory item which must be faxed to the Corporate Office.
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Job Description: GENL RAL MANAGEH
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12. Guest Service.
A. The personality and employee "culture” of the hotel must reflect a commitment to
exceller.ce .in gue'st service and customer care.
B. A service plan must be in place to include regular front desk, management and general
staff mi 'etmgs :
C. Initial and pngoirjg training of employees to reinforce our guest service standards is
necesszry.: i
D. The preperty must maintain a 95% guest satisfaction rating through the Pitamber
comment card rat:ng system and/or the franchise guest satisfaction index.
13. Product Quality.

14.

A.

Mamtenance and Housekeepmg standards are to reflect a commitment to excellent
product quallty

A preve 1tat|ve nialntenance program must be in place ensunng that all guest rooms
receive |~omplete- PM at least three (3) times per year.

A mamtmance ﬁle for ‘every guest room is to be kept in the maintenance office. A
record cf mamtehance ‘requests and preventative maintenance must be kept i in each
guest ro om f‘ le. |

The property shaIl achieve a franchise Quality Assurance Inspection score of 920 (Best
Western| or hugher

Guest mamtenar:ice requests are to be remedied promptly.

Mamten.mce staff schedulmg must provide seven (7) days a week coverage for the
enhance: nent of | guest satisfaction and product quahty

Public ar .a and grounds must be maintained to provide a high quality guest impression
and attre ctrve curb appeal. . :

Sales and Markefti __g

A.

The Gem-ral Manager must ensure that an aggressive weekly schedule of personal sales
calls and nelemarketmg is accomplished.

The Genvral Manager is to be actively participative with local community orgamzatlons
and spec lal events

Adheren«:e to tfle property’s annual Sales and Marketing Plan action steps and
advertr.,mg schedule |s necessary.

Market s‘a’gmenté}!Sourc_e of Business tracking is to be:completed daily.



Job Description: GENERAL MANAGER
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15. Profit. ;
A. Budgeted operating profits are to be achieved or exceeded through daily attention to:
1. I>rofit planhing and rooms merchandising.
2 REVMAX 'Fate management,
3. l.abor costlschedulmg controls.
4 Purchaslng, supply and inventory controls.
B. The Gereral Manager shall protect Pitamber Enterprises from potential legal actions
brought against the Company by guests, employees.or regulatory agencies by:
1. .ompllance with facility safety standards as set forth by City, State and Federal
itatutes.
2. I’roviding employees with the training and Ieadershlp necessary to create a high
4|uahty wqu environment, characterized by consistency and fairness.
3. l\eepmg regular and consistent documentation of security and safety related
(uest mcldents, employee commendations, disciplinary actions and performance
npp;alsalslcounselmg
C. The Genzral Manager shall ensure compliance with all Pitamber Enterprises accounting

and cash handlmg policies and practices, including, but not limited to:
Daily cash deposits.
Froper audlt balances.
P urchasmg procedures/limits.
1 ransmlsélon of invoices, petty cash reimbursements, paid out logs and check
requests to the appropriate corporate representatlves
Check cashlng policies.
.egustratlon cards completed with all necessary information.
( redlt card authonzatlon and transmission.

el e

No o



	03-03-2011(2) 1.pdf
	03-03-2011(2) 2.pdf
	03-03-2011(2) 3.pdf

