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CERES

enterprises,llc.

BUILDING ‘ DEVELOPMENT ‘ MANAGEMENT




Position Title:  General Manager




Supervisor:  Director of Operations

Date revised:  August 29, 2016
Position purpose: Be the positive cultural leader for the property.  Carry out and display culture of pride, ownership, and desire for greatness and high energy! Generate profit to meet or exceed expectation while optimizing guest satisfaction, associate satisfaction, quality standards, and guest loyalty through exceptional guest service..
Associate Relation Tasks

Responsible for proper selection, training, counseling and motivation of property management team.  Hires, trains, counsels and motivates! 
Ensures proper administration of Benefits Program to all hotel personnel.     

Reviews and approves all hourly personnel appraisals.  Conducts all operations management performance appraisals. 

Reviews all hourly associates’ disciplinary procedures and documentation.  Follows positive discipline steps, up to and including termination, to correct management employee performance deficiencies.  

Guest Relations Tasks

Ensures a relentless associate attitude of attentiveness and anticipation of guests’ needs.         

Meets with and solicits comments from guests on a regular basis to determine their level of satisfaction with all guest services and facilities.

Monitors results of guest comments. Takes appropriate corrective actions on a timely basis.

Responds and follows up on all written guest complaints to ensure guest satisfaction with the resolution of the complaint/problem.

Responsible for exhibiting the quality service behaviors necessary to drive guest satisfaction scores.
Regularly touches base with VIP guests to look for constructive ways to do better

Responsible to drive the Ceres Development Culture which dictates that all associates must be guest focused every day, ALL THE TIME!

Strategic Planning

Provides direction on and participates in the development of the hotel’s marketing plan.

Follows up weekly on the Marketing Plan, reviews Top and Target Accounts, and reviews weekly call reports.

Reviews room/suite inventory management to ensure maximization of room revenue.

Monitors and approves any negotiated rates.

Direct Sales and Marketing

Provides direction on accounts and supports sales staff in selling process.

Participates in joint sales calls.

Product Quality

Inspects on a spot-check basis suites for cleanliness and proper preventative maintenance.
Responsible for developing and maintaining hotel programs to assure the Quality     Evaluation Program’s criteria are met.

Completes and submits Capital Improvement requests for the hotel.

Financial Controls

Responsible for developing, administering and controlling the hotel revenue and expense budget. 

Responsible for analyzing Profit & Loss statements to understand and improve hotel revenues and profits.

Completes month end reports to Director of Operations within 10 days of release of profit and loss statements.

Reviews and approves hotel’s payroll.

Reviews and approves transmittals and other Front Office paperwork and reports.

Authorizes direct bill accounts and monitors the administration of Accounts Receivable.

Safety & Security

Ensures all associates are trained to act according to procedure in the event of an emergency or accident at the hotel.

Ensures a viable key control program is in place for all hotel departments.

Ensures Front Office associates follow good cash control procedures.

Ensures that the security needs of the property, associates and guests are met.

Ensures that associates are trained on appropriate safety programs.

Communication
‘Hosts’ monthly associate luncheons to keep morale high and honor Service Superstars
Conducts regular staff and sales meetings, whether formal or informal.
Submits reports to management- company as required.  Also responsible to follow up with property management team to ensure reports are submitted in a timely manner.
Accessible 24 hours a day, 7 days a week by carrying company provided cell phone.
Community Involvement
Maintains an active and visible position in the local community and industry.

Develops and maintains rapport with competitor hotels, City Convention & Visitors Bureau, Chamber of Commerce, lead sources and clients.  

Participates in community activities, employee functions and guest events.

Other

Perform any other reasonable request made by management.

Required to be on property a minimum of 45 hours per week.
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