
 

 
 
 
 
 
 

 
Job Title:    Night Porter 

 

Location:     
 

Line Manager: Night Manager/ Head Receptionist/ Reception Manager/ Designated Line Manager 

 
 

Key Communications:  Departmental Manager 

 Other Departmental Managers 

 Own Team 

 General / Resident Manager 

 Customers 

 Reception and Maintenance 
 

Job Purpose / Summary:  To adopt a security and safety conscious attitude, ensuring the safety of guests and 

hotel property. To provide a service for the comfort and satisfaction of the guests.  
To carry out in an efficient and responsible manner, key duties as for the Night 

Porter Duty List and daily hand over procedures.  

 

Core Accountabilities & Performance Indicators  

 

These indicators are what the Company can expect to see when the role is being performed to the required standard.   

 

To ensure that high standards of cleanliness 

and service are achieved in all areas 
 Ensure all standard checklists are used as prescribed. 

 To be able to deal with any reasonable requests from guests in a professional 
manner. 

 Guest property lost / found procedure is adhered to. 

 To assist with the correct service of Restaurant/ Bar menu and beverages. 

 To ensure all documentation, i.e. checks/bills are completed as necessary and 
carried out as per the Hotel and Company Standards. 

 To strive and anticipate customer needs whenever possible and react to these 

to enhance customer satisfaction in line with the Company’s Mission 
Possible training programme. 

 Preparation of Conference rooms as detailed on function sheets and company 

brand standards. 

 Ensure all corridors are clear; fire extinguishers and fire doors are secure. 

 Conduct safety floor checks during the night.  

 Clean and tidy public areas where necessary. 

 Order newspapers and deliver where necessary. 

 Carry out timely and efficient Morning Call service as required. 

 Service of drinks and light refreshments according to guest requests. 

To understand the impact of effective cost 

control while undertaking the role. 
 To control costs through correct stock usage and minimising wastage, 

forecasting and managing workload. 

 Financial awareness and understanding of how the role impacts the hotel 
profit and loss account. 

 MORE TEXT ON FULL RESOURCE 

To ensure a good level of product and local 

knowledge for guests when requested. 
 MORE TEXT ON FULL RESOURCE 

To ensure co-operation and compliance with 

all legislation relevant to your role. 
 MORE TEXT ON FULL RESOURCE 

To ensure that Learning and Development is 

undertaken to enable you to fulfil your job 

role. 

 MORE TEXT ON FULL RESOURCE 

 

 

 

 

Competency Framework for a Night Porter 

 
 

 

Adaptability  Flexible 

 Responds to change positively 

 Calm under pressure 

 Thinks ahead 

Communication  Is clear and Open  

 Encourages other to share ideas 

 Keeps others well informed and up to date. 

Creativity  MORE TEXT ON FULL RESOURCE 

Decision making  MORE TEXT ON FULL RESOURCE 

Influencing  MORE TEXT ON FULL RESOURCE 

Integrity  MORE TEXT ON FULL RESOURCE 

Self Management  MORE TEXT ON FULL RESOURCE 

Team Work  MORE TEXT ON FULL RESOURCE 

 

 

The above is designed to help you in the understanding of your role and is not intended to be a definitive list of your duties, as flexibility 

in meeting Company and guest’s needs is required by all employees. 



 

I confirm that I have read and agree this Job Description, explaining the main duties of my job. 

 

 

Signed: ___________________________________________________ (Job Holder) 

 

 
 

Print Name: ________________________________________________ (Date): ____________________________ 

 

 

 

Signed: ___________________________________________________ (Line Manager) 

 
 

 

Print Name: _______________________________________________ (Date): ____________________________ 
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