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Job Information

Recruiter
Specialized Group

Job ID
1605979

Industry
Hotel

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
Negotiable, based on experience

Refreshed
August 6th, 2026 13:29

General Requirements

Minimum Experience Level
Over 3 years

Career Level
Mid Career

Minimum English Level
Business Level

Minimum Japanese Level
Business Level

Minimum Education Level
Bachelor's Degree

Visa Status
Permission to work in Japan required

Job Description

Duty Manager 31— 1 —< % — ¥ — - Front Desk | Central Tokyo, Luxury Hotel

QOur client, a luxury hospitality company, is seeking a Duty Manager for their prestigious hotel in Tokyo's Azabudai Hills. This
role offers the opportunity to oversee front-of-house operations in a modern luxury environment, ensuring exceptional guest
experiences and maintaining elevated service standards. Enjoy comprehensive benefits including employee discounts,
transportation allowance, and access to a special privilege program.

Key Responsibilities:

« Oversee daily Front Desk operations for seamless guest services
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Act as primary operational leader during assigned shifts

Handle guest inquiries and complaints with effective resolution

Support and mentor Front Desk team for high service quality

Ensure compliance with cash handling and billing procedures
Collaborate with departments for operational harmony and guest service
Respond to emergency situations ensuring guest and staff safety
Implement new service initiatives and operational improvements

Requirements:

6+ years as front desk agent or similar role (mandatory)

3+ years in luxury hotel environment (mandatory)

Advanced business-level English proficiency (CEFR C1 or higher) (mandatory)
Advanced business-level Japanese proficiency (CEFR C1 or higher) (mandatory)
Experience with hotel systems like Opera, HotSOS, Alice (mandatory)

Practical experience as a duty manager (mandatory)

Experience in guest service management is preferred but not mandatory
Familiarity with emergency response protocols is preferred but not mandatory
Strong leadership and team mentoring skills is preferred but not mandatory

Benefits:
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Comprehensive social insurance coverage
Regular medical checkups

TA4—XIR=Iv—-TAY TRV |BPRER, STTaF7YU—-KFI

FEBOUSAT7Y THZST Y27 V-RAEIUT « BEIL, RROKHELIXICHZBFIRTINOT1—7 1 —
RR=—Iv—BELTVET, COREZ, RAMNABSTYa1T7U-RETIOYV A TNIZAOEEEEEL, SH#L
T A MABRERRL, SL\WU-EXBEEHSITIRSERMLET, RESZS EEFY, BHBATOTS AN
D7 7 AEEVRENLBREINEEZES K LH<IESL),

4

Y—LLZABTZA Y —EAQOEHICEZOIOY FTFRAVERERET 3
EOHTBENEY T FHOXBEREE U - - LTITEIYT S

T FOBNEDEPERBICHIRNICTIST B
EBRERY-EAQHICTIOY FTFRAIF-LEYR-FL, EEYS
REBEBES LUVBERFREOETERRI D

BEORNETSA MY —EZADREOICHFIERNT S

ERERICHBL. YA LFERYYTDREEERT D
HUWH—ERMZY7F T EEEREEEMRT D

JOYVEFRAII-Y IV bERIIABEOREITOEU EOBRER (WE)
57327 VU—RTIVERIETOIEU LD (WE)

FREIRZ LA DOHEEEES (CEFRCIAE) (WE)

FREIRZA LA OBEAREEEES (CEFRCIME) (W2E)

Opera, HotSOS. Alice @ EDRTIVY AT LDEER (WE)
FTa1=FT4—XRX=Iv—EUTOEHEER (MHE)

TR Y —-EXBEOZBRNASNILEE (WETIEEL)

BEEWR IO FIVICHEBELTNB T EHNER LA METIZAL)
WA ==Yy TEF—ABBRF)IVAEE ULIAMETIERL

EHEL:

Page 2 of 3



Page 3 of 3
. BENSHREROBER
. EHIRRERISH

Company Description



	Duty Manager / デューティーマネージャー
	Job Information
	General Requirements
	Job Description
	Company Description


