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432 Pennsylvania Ave; Fort Washington Pa 19034 
215.591.9000
JOIN OUR TEAM FRONT DESK AGENT
Full-Time & Part-Time Opportunities 
BE THE FIRST IMPRESSION. MAKE EVERY STAY BETTER. 
We are looking for a friendly, dependable, and guest-focused Front Desk Agent to join our hotel team. The ideal candidate has at least two years of hotel front desk experience, takes pride in excellent customer service, and enjoys working as part of a team committed to creating memorable guest experiences. 
WHAT YOU'LL DO 
• Welcome guests warmly, provide professional service, and create a positive first impression. 
• Handle guest check-ins and check-outs accurately and efficiently. 
• Make, modify, and cancel reservations; respond to guest inquiries by phone, email, and in person.
• Use the hotel's property management system (PMS) to manage reservations, room assignments, and guest accounts. 
• Process payments, review folios, balance transactions, and follow cash-handling procedures. 
• Communicate guest requests, concerns, and service issues promptly and professionally. 
• Coordinate with housekeeping, maintenance, and other departments to support room readiness and guest satisfaction. 
• Maintain accurate shift notes, complete assigned reports, and communicate important information during shift changes. 
• Follow hotel policies, safety procedures, and brand service standards.
 WHAT WE'RE LOOKING FOR 
• Minimum of 2 years of hotel front desk or guest services experience. 
• Working knowledge of hotel front desk operations, reservations, check-in/check-out, and guest billing. 
• Strong communication, problem-solving, and customer-service skills. 
• Comfortable using computers, email, and hotel reservation/PMS systems. 
• Professional, reliable, organized, and able to remain calm in a fast-paced environment. 
• Flexible availability, including weekends and holidays as scheduled. 
• A team-first attitude and willingness to help wherever needed. 
WHAT WE OFFER 
• Competitive pay based on experience and qualifications. 
• Full-time and part-time scheduling opportunities.
• Benefits package for eligible positions, with details provided during the hiring process. 
• A supportive, team-oriented workplace where your contribution matters. 
• Training, opportunities to grow, and the chance to build your hospitality career. 
READY TO JOIN A WINNING TEAM? We'd love to hear from you. Please submit your resume and include your availability and whether you are interested in a full-time or part-time position. 
Apply: email – joseph@hieftwashington.com     
image1.png
Holiday Inn
Express

& Suites

Fort Washington, PA




