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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/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

IOV AT ARR=—Tv—-FARF—-ERV 45— v T

HME

HHUSA7Y HE HRERBOEBRNRIEIUFT 4TI —TO—8TH 5. READERICH 5200EU LORTILD
JOYV AT ARR—Iv—ZBELTET, COREIIZ. SHEAERTERNICEMNSNLERICSVT, JO0Y RS
T4 RAF—LEWBULI—FI BV RRIERBULET, AL —2aUIR—Iv—AOEERENSD. T5v
FOEEBEQLOAEDREUVEHETT., BAEELCIFvUTORKE, RELVCHEVY —X ZULTSHEBER
TR RDESERH SBELRETHS F vV ANBENET,

FIVvIAVELVFIVvITO FEBEEERIZ IOV AT AF—LDU—-F
FAENBEDIZAAL—YavHRELVVANY - +SFI-OETEELTD
T2 MRREBARS JOBEOREMBEONS Y 2B
BULWU-—EXEEEEBITIOOTIOY FF T4 ARy T DEBEEH
JOYEAT 4 AORA. AVR-T1 VT, B2OAMERBEYR-
EBIV—L) =T —AREROIOY bF T 1« ZEFEOU - R
INEBEQROOTIOY +F T 1 AORFES L VT v T IR OEN
ERERIE T TORHSERS. F-LAZMRMICU-F

AR =—2ayIR—IJv—EEHREL, JOYV AT RAERTIVOBRFRICEDES
TONRTFARIRIAY Y AT LEFALTIOY FTFRVEBERENL
BXNUTEBRNAIOY b AT 4 AF— ATEET T, BB

o A=N=)M¥-ULtOTOY AT« RU-F -2y TiRER
o MIBRRFEIZT AT - aVig
« FAFDFIVIAVSIVFIVITIFTORRAOEERRER

Page 2 of 3



Page 3 of 3
FRARNBDIRNL—Y 3 VHIES LVU N/ —&E 51T
52 AR EENBEO/NS Y 2E W 3 RH%
RABLUAYR—T 1 VT EATAMEEIF)L
B CEREOBE T TOSRE
BESELALOBRELES
RFNOTONRT A IRYAY LY AT L (PMS) {ERKER
IOV b % T 4 AOBEFERATS L VT v T )L O
SXMF— L% — | LB 28
RAEYUT 4 $ROEESLVF R MY —ERT0 FIIVOERE

R



	Front Office Manager / フロントオフィスマネージャー
	募集職種
	応募必要条件
	募集要項
	会社説明


