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Assistant Front Office Manager

The team at Simantro Resort, located in the Sani area of Halkidiki, is looking to recruit an Assistant
Front Office Manager to support the smooth daily operation and contribute to delivering a seamless
Greek hospitality experience to our guests.

Key Responsibilities

e Welcome guests upon arrival

e Handle guest check-in and check-out procedures

o Update the hotel system regarding reservations and cancellations

e Cooperate with the Reservations Department for proper and optimal room allocation
(allocation management)

¢ Coordinate and collaborate with Housekeeping, F&B, Maintenance, Spa, and Sales
departments

e Communicate and work effectively with all hotel departments

e Handle guest complaints and resolve any issues that may arise

e Prepare reports and update the Front Office Manager

o Inform guests about hotel facilities and promote hotel services

e Ensure compliance with company policies and safety requirements

Requirements
e Degree in Tourism or Hospitality Studies
o Excellent command of the English language
o Knowledge of a second foreign language will be considered an asset
e Minimum of 3 years’ experience in a similar position in large 4% or 5% hotels
o Very good computer skills; knowledge of front office software (Pylon or similar) is preferred
e Polite, pleasant, and customer-oriented personality
e Team spirit and strong collaboration skills
e Professional appearance

Benefits
o Competitive salary package
e Accommodation (if required) and meals provided within the hotel
e Stable and friendly working environment
e Opportunities for career development

Apply Now
If you have the required experience, a passion for hospitality, and wish to become part of a
continuously growing team, we would be delighted to meet you.

CONTACT | SIMANTRO RESORT
HR Lead | hrlead@simantro-resort.gr| Kassandra, 63077 Halkidiki, Greece



