Job Descriptions - Night Audit Manager
Sales/Profitability/Cost Controls:
  1.
Achievement of Hotel Budgeted Profitability

  2.
Achievement of Budgeted Occupancy

  3.
Achievement of Budgeted Average Rate

  4.
Housekeeping discrepancies monitored daily

  5.
Front Desk Floats monitored daily

  6.
Control and monitoring of No Show revenues

  7.
Monitoring of Cash Paying customers

  8.
Balancing of Daily Audit

Administration:
  1.
Accuracy of Computer input...rate codes etc

  2.
Completion of Daily, Weekly and Monthly Reports

  3.
Completion of Schedules

  4.
Completion of Payroll input

  5.
Central Reservations information up to date

  6.
Groups are properly blocked in advance

  7.
Completion of Daily Shift Check list and log

  8.
Attendance and participation at Department Head meeting

  9.
Record keeping and organization of filing

10.
Development and maintenance of Department Manual

11.
Implementation and Maintenance of daily statistics reports for the purpose of revenue management

Service:
  1.
Proper handling of switchboard

  2.
Number of customer complaints

  3.
Handling of Customer complaints

  4.
Attitude and appearance

  5.
Staff attitude and appearance

  6.
Completion of Express C/O daily

  7.
Efficiency of Front Desk service


  8.
Staff are properly trained

  9.
Wake-up calls completed to guest specifications

10.
Staffing levels adequate to handle business volume

11.
Teamwork-Relations with Co-workers and Management

12.
Proper handling of special requests, VIP'S and Guest requirements

Sanitation and Housekeeping:
  1.
Participation towards overall Hotel Maintenance and Cleanliness

  2.
Cleanliness and Organization of Work Area and Offices

  3.
Cleanliness and maintenance of Front Entrance and Lobby

Personnel Management:
  1.
Effective communication skills

  2.
Staff training and development

  3.
Personnel selection

  4.
Proper hiring procedures followed

  5.
Department Meetings being held monthly

  6.
Personnel turnover

  7.
Personnel development and growth

  8.
Personnel ready for management position

  9.
Discipline of Personnel when required

10.
Timely Completion of employee evaluations
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