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Front Office Manager/ 7O A J 4 AKX —Y v —

Job Information

Recruiter
Specialized Group

Job ID
1617125

Industry
Hotel

Job Type
Permanent Full-time

Location
Tokyo - 23 Wards

Salary
Negotiable, based on experience

Refreshed
October 15th, 2026 14:44

General Requirements

Minimum Experience Level
Over 1 year

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

Front Office Manager - Guest Services Leadership 7OY bF 7 1 AR =T v —

Overview

QOur client is seeking a Front Office Manager for a 200-plus key hotel in Central Tokyo, part of one of the world's largest
international hospitality groups. This role offers the unique opportunity to shape and lead the front office team in a high-
occupancy, internationally recognized property with direct reporting to the Operations Manager and real upward visibility due
to a flat management structure. Benefits include career mobility, extensive training resources, and the chance to work in a
vibrant, close-knit environment with a strong international guest mix.
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https://www.careercross.com/en/company/detail-34951

Key Responsibilities:

Lead front office team managing check-in and check-out operations
Handle guest escalations and execute recovery strategies personally
Balance guest experience with occupancy and rate integrity goals

Coach and develop front office staff to maintain high service standards
Support hiring, onboarding, and daily people management for front office
Lead front office operations in absence of senior rooms leadership
Implement front office sales and upselling techniques to increase revenue
Maintain composure and lead team effectively in high occupancy environment
Collaborate with Operations Manager to align front office with hotel goals
Utilize property management systems to optimize front desk operations
Motivate and manage a multicultural, international front office team

Requirements:

Front office leadership experience at supervisor level or above

Fluent English communication skills

Experience managing guest check-in and check-out processes

Ability to handle guest escalations and recovery personally

Experience balancing guest experience with commercial objectives
People management skills including hiring and onboarding

Composure under pressure in a fast-paced, high occupancy environment
Conversational Japanese language skills

Experience using hotel property management systems (PMS)
Knowledge of front office sales techniques and upselling

Ability to lead and motivate a multicultural team

Familiarity with hospitality industry standards and guest service protocols
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