
 

JOB TITLE 

Guest Relation Officer Intern 

 

 

QUALIFICATION 

Student in Bachelor or Master Degree who has hotel management, hospitality, tourism or good 

knowledge in hospitality and leisure service industry 

 

INTERNSHIP POINTS 

Duration: Minimum 4 months. 

Location: Anse La Farine, Praslin (Seychelles) 

Salary Type: Unpaid 

Flights, transfers, accommodation and meals will be provided by the Hotel 

Business hours: 48 Hours/Week, 6 Days/Week with shift 

Internship starts: January 2015 

 

MAIN DUTIES 

 To welcome guests upon arrival, to brief them (all information concerning the hotel, its 

facilities and general information) 

 To check guest voucher upon arrival and report any variances, to ensures that the check-in 

formalities have been done and to accompany them to their rooms promptly 

 To communicate with all departments regarding any special need a guest may have 

 To assist and answer all guest queries about the hotel services and other facilities, 

responds to all guests complaints, solve their problem or propose an alternative solution 

and to provide maximum guest’s satisfaction 

 To meet clients during the day (at the pool, during tea time etc..) and before or during the 

dinner time to personally checks guest satisfaction of hotel’s services 

 To help clients to organize the excursions whenever they ask for assistance 

 To assist departure and to facilitate the departure procedure 

 To prepare or print arrival/departure and rooming list daily 

 To answer the telephone in the correct manner and formality, direct the call to the 

appropriate person; take in messages according to the procedure  

 To post and update guest’s bills daily in the system 

 

 

KNOWLEDGE AND SKILLS 

  Ability to communicate with people of different background, experience, level and 

personalities 

 Must have excellent written/oral communication skills in foreign languages (at least 2 of 

the following: German/English/French/Italian) 

 Leadership style that creates a positive working environment and remain calm during 

stressful and emotional situations 

 Good mathematic skills 

 Computer literate 

 Pleasant and outgoing personality, charming and polite at all times and problem solving 

 Good customer care 

 

 

CONTACTS: 

Please send the Curriculum Vitae at frontofficenec@runbox.com 

An interview on Skype can be requested. 

mailto:frontofficenec@runbox.com

