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	Hello, my name is Tom Studenroth and I will be presenting a compensation and benefits package for your hotel. I will be picking 5 positions with in the hotel industry that I feel are critical to running a hotel. In this, part 1 will I will give the 5 positions along with a thorough job description of each position. I will also provide you with a basic plan on how I am going to determine the compensation and benefits package. 
	First, I am going to utilize sources of published compensation surveys to help pick a package that is right for this company. I am also going to us information that is available on the U.S bureau of labor statistics to consider employment cost trends, wages by area and occupation, and earnings by industry. I am also going to research some already established hotels in the desired cities to see what type of benefit packages they are offering (Martocchio,J). 
5 Key positions 
· Hotel manager: Hotel manager is a very important role that a hotel cannot go without it Job descriptions are as follows:
· Answers inquiries pertaining to hotel policies and services, and resolve occupants’ complaints 
·  Participate in financial activates to include but not limited to setting room prices, Establishing budgets, allocating funds to departments
· Confer and work with department managers to ensure coordination of hotel activities 
·  Greet and register guests
· Monitor the revenue activity of the hotel 
· Observe and monitor staff performance to ensure compliance to the hotels policy’s and standards 
· Inspect guest rooms, public areas and grounds for cleanliness and appearance
· Assign duties to workers, and schedule shifts 
· Purchase supplies, and arrange deliveries and maintain inventory control
·  Interview and hire applicants
· Record financial data pertaining to funds and expenditures
· Develop and implement policies and procedures for the successful operation of the establishment or department 
· Front desk clerk: The front desk clerk may be the first person that a customer interacts with in person and they need to make a good first impression the Job description is as follows
·  Greet, guests and register them to their assigned rooms  
· Keep communications with housekeeping or maintenance staff to ensure all reported problems are addressed 
· Make and confirm reservations 
· Verify how customers will pay for accommodations and process the transactions as necessary 
· Keep records of available rooms, guests accounts, and requests using the hotel computer system
· Review accounts and charges with guests during the checkout process to ensure accuracy
· Compute bills and collect payments 
· Answer telephones and relay messages to guests and management as needed 
· Clean and maintain lobby area 
· Perform minor bookkeeping activities and conduct nightly audits 
· Sort and separate incoming mail and messages
· Arrange tours, taxies and restaurant reservations for guests 
· Maintain guests’ valuables in hotel safes 
· Maintenance worker: A well run hotel must have a maintenance department to take care of issues and concerns so the guests remain comfortable, job description are as follows: 
· Transfer tools, parts, equipment, and supplies to and from work stations to work areas
· Facilitate repair of damage to the facility and equipment
·  Examine and test machinery, equipment and tools for defects to ensure functionality 
· Diagnose and fix electrical and plumbing issues 
· Use of power tools to complete tasks 
· Housekeeping Staff: Housekeeping is essential to maintaining the cleanliness of the hotel, job description as follows:
· Service, clean, and supply restrooms and guest rooms 
· Clean floors, by vacuuming, scrubbing, mopping, and sweeping
· Follow procedures for the use and storage of chemical cleaners and power equipment to prevent damage to floors and fixtures 
· Clean windows, mirrors, carpets, furniture and fixtures
· Launder bedding and curtains using commercial grade washing machines
· Gather and empty trash (O*NET Online, n.d.)
· Hotel Security: Security of the hotel is essential to ensure the safety of guests and prevent company assets from theft to reduce costs due to shrink, job description as follows:
· Patrols through various parts of the hotel property to include checking doors and stairwells to detect possible danger to guests and staff
· Response to medical emergencies, theft complaints, fights, and disturbances
· Maintain and monitor security cameras and alarm systems to include the fire alarms
· Escort unruly guest for the property 
· Monitor staff and guests to prevent theft 
Answer emergency calls, contact proper response force, (police, ambulance, fire department) (HCareers, n.d.)
	The above positions are a vital part of any hotel and I will make a competitive compensation package after analyzing job tasks and skills needed as well as comparing locations and other  companies compensation rates. 
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