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Hotel Administrator

We are looking for a dependable, organized team player to join our boutique hotel as a Hotel
Administrator. This role is key to support smooth running of daily operations and offers a
great opportunity for someone who enjoys being part of a close-knit team while growing their
skills in administration and hospitality.

To succeed in this role, the ideal candidate should be:

Administrative, organized, methodical
Accurate, accountable, structured
Communicative, professional, approachable
Responsible and dependable

Resourceful, practical, systematic

Responsibilities include:

Maintaining a clean and organised office

Scheduling interviews and recruitment appointments
Ensuring staff have correct uniforms

Supporting marketing requests from the operations team

Supporting management to maintain stock levels by requesting quotes from suppliers and
placing order

Candidate Profile: « Organized, multitasking « Communicative, interpersonal * Tech-proficient,
adaptable « Hospitable, professional « Experienced, reliable

What We Offer: « Steady employment in a supportive team environment « Opportunity to build
skills in administration and hospitality « Hands-on experience across hotel operations for career
growth ¢ A welcoming workplace where your contribution makes a real difference

Own transport essential - travel required between properties and suppliers



