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Job Title Receptionists X2
Location Thakadu River Camp, Madikwe Game Reserve
Objective The Receptionist is the first point of contact for guests, visitors, and clients, responsible

for providing courteous, professional, and efficient service. The role involves handling
check-ins/check-outs, reservations, guest inquiries, and administrative tasks while

maintaining a welcoming environment.

1. Guest Experience & Satisfaction
e Ensure guests receive courteous, professional, and timely service
e Respond effectively to guest requests, inquiries, and complaints

e Maintain positive guest feedback and satisfaction levels

2. Operational Efficiency
e Manage check-ins, check-outs, and reservations accurately and efficiently
e Maintain organized guest records and administrative documentation

e Support smooth coordination between reception and other departments

3. Compliance & Standards
e Adhereto company policies, standard operating procedures, and safety/security
protocols
e Maintain confidentiality of guest information and sensitive data
e Ensure reception area and related operations meet cleanliness and service

standards

4. Teamwork & Communication
e Work collaboratively with colleagues and supervisors to ensure smooth front
office operations
e Communicate effectively with other departments to meet guest needs

e Contribute positively to team performance and operational objectives
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e Matric/ Grade 12 or equivalent qualification. e Customer service and guest relations

e Previous experience in reception, front office, e Communication and interpersonal skills
or customer service preferred e Attention to detail and accuracy

e Knowledge of front office operations, e Time management and multitasking
reservation systems, and guest service e Teamwork and collaboration
standard e Problem-solving and adaptability

e Strong communication, interpersonal, and e Professionalism, reliability, and integrity
problem-solving skills e Health, hygiene, and safety awareness

e Ability to work under pressure, handle

multiple tasks, and manage guest

interactions professionally




