NIGHT AUDITOR
JOB DESCRIPTION

General Description

Responsible for balancing the revenue and expense transactions which occur each day at the hotel.

The Night Auditor will report directly to the Operations Manager.

Job Responsibilities
Guest Services

· Support guest service as the main focus of the hotel

· Interacts with guests
· Communicates special requests made by guests
· Actively participates in Guest Service Initiatives

· Practice the required standards for CSR

Front Desk Operations
· Providing information to guests about hotel policies, services and amenities

· Responding to requests from guests for assistance and information about the local area

· Selling rooms to walk in customers

· Entering/changing reservation information on the computer system

· Posting charges to guest accounts

· Processing payments from guests

· Making necessary corrections to guest accounts

· Informing housekeeping department about room status/availability

· Listening and responding to guests’ requests and complaints

· Operating hotel switchboard

· Cleaning the front desk area

· Maintaining daily logs

· Balancing shift work and cash drawers

· Understanding and following fire/life/safety procedures

Night Audit Operations

· Closing and balancing all room accounts

· Counting and balancing cash and credit cad receipts

· Balancing direct bill accounts

· Verifying and balancing vouchers

· Running a trial balance report

· Investigating or analyzing out of balance situations

· Making adjustments or corrections to accounts as needed

· Printing and distributing various computer audit reports

· Completing required revenue and expense reports

· Preparing guest folios for Express check out

