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You will be working in the front office, assuming responsibilities of a Front Desk Agent Agent.

There is a high level of guest contact in this postion, both in person and over the phone, so advanced to fluent English skills and
excellent multi-tasking skills are required.

Duties which include:

*Greeting guests upon arrival
*Register guests at the Front Desk
* Collect payment for rooms
* Provide room keys
* Log wakeup and notification calls
* Ensure cleanliness and a pleasant atmosphere of front desk and lobby areas at all times
*Handle guest complaints
*Complete required reports correctly and in a timely manner

Position Description:

Additional Hours Details:

You will work a variety of morning, afternoon and evening shifts. Your schedule will vary week to week depending on the needs of
your employer. 

It may not be possible to have a set schedule each week.Working on the weekends and holidays is required.

Typical Schedule:

32Average Hours/Week:

3/31/2022Latest End Date:

12/20/2021Latest Start Date:

3/10/2022Earliest End Date:

12/10/2021Earliest Start Date:

18Minimum Age:

Native/FluentEnglish Level:

No PreferenceGender Preference:

NHState:

BethlehemCity:

Hotel in the White Mountains of New HampshireHost Company Description:

The Chandler at White MountainsHost Company Name:

PC893541Position Code:

The Chandler at White Mountains-Front Desk Agent-Win21Position Title:

Position Details
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Physical Demands:

Different Training Period Wage:

Training Dates:

Additional Information:

YesInterview Required?:

Company Policies:

 Supplies Cost:

You must maintain a clean and neat appearance. Employees must be in uniform when clocking in and at all times while working.
Supplies Required:

Superior customer service skills are a must. Excellent organizational and multi-tasking skills will be needed. This position requires
being able to work in a very fast paced environment and Advanced English Language skills.

Skills Required:

*Answering Phones 
*Taking Guest reservations over the phone 
*Taking Guest reservations in person 
* Assisting with guest check-ins 
*Assisting with guest questions and problems 
*Use basic office equipment such as computers. 
* Provide outstanding guest service. 
* Collecting payment for rooms. 
*Issuing Keys for hotel rooms 
•Approach all encounters with guests and employees in a friendly, service oriented manner 
•Take and deliver messages 
•Be familiar with guest privacy 
•Provide information about hotel 
•Know emergency procedures 
•Run various in house reports 
•Log and Contact housekeeping or maintenance staff when problems are reported 
•Answer inquiries pertaining to hotel services, registration of guests, and shopping, dining, entertainment, and travel directions

*Deliver guest request items

Required Duties:

*Have the ability to work a varied schedule
*Handle multiple line phones and take messages
*Use basic office equipment
*Ability to work with diverse populations in a supportive and positive manner.
*Display a friendly and welcoming personality and attitude to guests and employees.

You will operate telephone equipment to ensure efficient communication within, to, and from the hotel while executing guest request
items.

Other responsibilities are to answer calls, direct all incoming calls and assist with guest requests, while providing excellent customer
service. Make reservations, post charges, act as a concierge and inform guests of hotel and local facilities and services.
 
SECOND JOBS:
 
It is possible for participants to obtain a second job, but the second job must not interfere with the schedule for your job at The
Chandler at White Mountains.
 
Intrax participants are not permitted to work a second job without first receiving approval from Intrax.
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You MUST check in on your MY INTRAX account the day you arrive in the United States. Social Security Instructions:

Address: 177 Main St, Littleton, NH 03561

Phone:(877) 405-7658

Nearest Social Security Office:

From any terminal at Boston Logan Airport, take the Concord Coach Line bus to Littleton, New Hampshire. Fare is approximately $39
and travel time is 4 hours:  http://www.concordcoachlines.com/index.php/nh-locations/littleton-boston

Please keep in touch with your employer about your arrival date and time. If you notify your employer in advance, they may be able to
pick you up from Littleton and take you to Bethlehem 

If you do not coordinate with your employer, you will need to take a taxi to your Host Company, which will cost about $50: 

Dave’s Taxi: 603-444-0407; Sylvies Cab: 603-837-9759

Travel Instructions:

Please keep in contact with your employer to provide your arrival date and time at least two week's before you leave.
Reporting Instructions:

Housing is provided on site.Transportation to Company:

This is not the recommended mode of transportation.Nearest Train Station:

Littleton, NH Concord CoachNearest Bus Station:

The closest major airport is Logan Airport in Boston, Massachusetts.Recommended Airport:

YesCompany Provided Housing?

YesSecond Job Allowed?

YesAccepts Groups?

YesAccepts Couples?

NoTipped Position?

1Days Before Start of Work:

19.50Overtime Rate:

YesOvertime Available?

Pay Notes:

Bi-WeeklyPay Frequency:

USD 13.00Pay Rate:

Benefits Provided by Host:

Host Placement - Related Costs:

Transportation:

Meals Included:

Drug Testing Requirements:

Arrival Information

http://www.concordcoachlines.com/index.php/nh-locations/littleton-boston


Position Details

4/5

 Commute Options:

Rent is $150 per week per person.Additional Cost Description:

 Additional Weekly Cost:

USD 150.00Estimated Weekly Cost:

Housing is provided on site at the hotel, in a hotel room. You will share a room with another employee. The room includes beds,
dressers, desk, fridge, microwave, cable TV, AC/heat, wifi, and linens.

Description:

YesCompany Recommended:

YesCompany Arranged:

Additional Website Info:

https://chandlernh.com/Website:

There are plenty of things to do year-round in Bethlehem: 

*Hiking Trails, skiing, snowboarding in the White Mountains - Bretton Woods and Mount Washington (the highest peak in the Eastern
United States) 

*The Rocks Estate and Christmas Tree Farm 

*Indian Brook Trading Post 

*Sugarloaf Trail 

*Colonial Theatre 

*Bethlehem Heritage Society 

*Bear Belly Brew Tours

Cultural Opportunities:

Climate: 
Winters are cold and snowy. Daily high temperatures in December through February are around 25 to 30 Fahrenheit ( -3 to 0 Celsius),
with low temperatures around 0 to 12 Fahrenheit ( -10 to -16 Celsius). March is not as cold. Average snowfall is between 16-18 inches
(40-47 cm) per month. Please bring warm winter coats, sweaters, and boots. 

Summers are warm but not hot, with average high temperatures between 75-80 degrees Fahrenheit (23-27 Celsius) in June through
August. Temperatures can get cooler at night, so bring a light jacket and sweater and be prepared for rainy days. 

Nearest Major Cities: 
Boston, MA: 2.5 hours 
Portland, ME: 2.5 hours

Area Information:

Please wait at least 7 days after checking in with Intrax before you apply for a Social Security card. 

If you apply for Social Security too soon after checking in with Intrax your application may be denied

Area Information

Accomodation Option: The Chandler Employee Housing

https://chandlernh.com/
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NoneGender Restrictions:

Estimated Distance to Company:

NoCompany Provides Transportation:

 Commute Cost:


