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Duties and Responsibilities

Manage the daily operations of the team on behalf of the Assistant Front Office Manager if not in operation. Responsible for
coordinating and supervising all hotel operations during the night in the absence of the General Manager or his/her
representative. Primary responsibility is to ensure guest safety and security and to ensure accurate and timely completion of
nightly audit duties.

The duties and responsibilities will include:

Tour of hotel building (including Heart of House and parking lot)

VIP greeting

Handling of all complaints

Create daily reports

Ensure all front office policies and procedures are followed

Organize, supervise and direct the night fire brigade

Familiarity with front office operations systems and understanding of backup procedures and system recovery
procedures

« Complete understanding of front desk, guest experience and operator operations standards and be prepared to follow
up

Efficient check-in and check-out processes

Adherence to IHG One Rewards Standards

Supervise and direct the handling and disposal of lost and found items

Should be report resolved and unresolved issues to the Director of Rooms/Assistant Front Office Manager after duty
manager shift handover

Failure to do so will result in a written report to the Assistant Front Office Manager

Have a thorough understanding of all room types, hotel metrics, and facilities

Supervise staff to ensure that cash handling standards and procedures are strictly enforced

Oversee that the correct bank controls and processes are in place

Register and manage at-risk guests

Oversee batch processing (audit daily sales transactions in the front office, verify matches, reconcile all cash register
balances, and report any discrepancies to the person in charge)

« Benefits

A full hotel benefit package including 120 days, paid leave (10 days in the first year), sick leave (12 days per year), IHG
Group employee discount scheme, meal allowance (10,500 yen/month) and more.

At IHG, we've made a promise. As one of the world’s leading hotel groups, we're here to deliver True Hospitality for Good.
Making our guests and colleagues feel welcome, cared for, recognized and respected — wherever they are in the world. Want
to be part of the journey?

Hotel Indigo is an upper-upscale boutique brand that captures the true spirit of the neighborhoods our hotels belong to. With
over 125 properties worldwide, we look for individuals that can inspire our guests to make unique discoveries. Opening the
door to meaningful connections to the diverse people, places, and cultures of the local area.
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Qualifications

This position requires the necessary qualifications, technical skills and experience in a similar role in a hotel with a proven
track record and includes the following

- Academic qualifications not required

- Front Office Supervisor or equivalent or higher work experience
- Japanese and English language skills at business level or above
- Experience of leading and training teams

- Eligibility to work in Japan.

Ideal candidate
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- Have respect for team members.
- A person who is attracted to the Shibuya area.
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