Front Desk Agents needed at the Epiphany Hotel

We are currently looking for a talented Front Desk Host for The Epiphany Hotel, the newest boutique hotel in the heart of downtown Palo Alto.  The ideal Front Desk Host has experience in the service industry and a passion for creating amazing guest experiences. 

PROPERTY OVERVIEW
[bookmark: _GoBack]The Epiphany Hotel - unique luxury boutique hotel - is located right in the heart of downtown Palo Alto and opened doors in February 2014. With 86 rooms, full restaurant and bar, innovative meeting space, and roof top hospitality suites; The Epiphany showcases the best of Joie de Vivre’s creativity towards innovation and design aesthetic.  This property will harness the entrepreneurial passion and enthusiasm of Silicon Valley, while offering an unforgettable guest experience

COMPANY OVERVIEW
We are an international hotel management company with a leading portfolio of transformative, boldly innovative boutique hotel and resort brands. We create the kind of distinct experiences that can transform your day, your trip, or even your life.  Currently, in the midst of ambitious national expansion, Commune plans to add 20 more properties by 2015 through management agreements, joint ventures and acquisitions.

Take a look at what we’ve created so far:
·         Joie de Vivre—our hip collection of hotels that focus on the quirky and the local.
·         Thompson Hotels—urban and sophisticated properties that appeal to the modern nomad.
·         Tommie—a design-centric, value-conscious line of hotels in gateway cities internationally.

At Commune, we are passionate about our culture and proud to hire high performing individuals that are aligned with our purpose – Creating Transformative Experiences that Inspire the Human Spirit.

WHO WILL LOVE THIS POSITION? 
*        Individuals who are high energy, have a can do attitude, and are curious about people
*        Folks who enjoy a fast paced environment where a multi-tasking is a must
*        Individuals who understand and enjoy providing  the highest level of service possible
*        Candidates who are tapped in to the technological trends, specifically those derived in Silicon Valley
*        Candidates who have flexible schedules and have availability to work on nights, weekends, and holidays.
*        Those who are comfortable working independently with minimal supervision while also being an active team member.

POSITION PROFILE: 
· Responsible for providing excellent guest service as it relates to check in, check out and reservation processes.
· In charge of managing a cash bank and reconciling credit card charges.
· Responds to guest requests including but not limited to concierge inquiries, hotel services and local city information.

With this job, you will have the opportunity to make a difference in the lives of our guests, employees, investors and communities.  We are looking for someone that understands what it means to live The Spirit of Commune and believes in our culture as much as we do.  You will also have the following minimum job requirements:

QUALIFICATIONS/SKILLS:
Essential:
· High school graduate.
· Punctuality and regular and reliable attendance.
· Minimum 2 years of previous customer service experience.
· Proven ability to provide excellent guest service.
· Excellent computer and telephone skills.
· Ability to perform assigned duties with attention to detail, speed, accuracy, follow-through, courtesy, cooperativeness and work with a minimum of supervision.
· Ability to accurately compute and manipulate mathematical calculations.
· Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.
· Ability to effectively deal with internal and external customers, some of whom will require high levels of patience, tact, and diplomacy to defuse anger.
· Ability to work well under pressure of check-in/check-out of guests and handle multiple tasks at once. 

Desirable:
· Previous cash handling experience.
· Previous guest relations training
· Previous experience with automated property management system

