
 

 
 

VACANCY 

 

HEAD RECEPTIONIST 

 
Location: Somerset West, Cape Winelands 

Department: Front Office 

Reporting to: Front Office Manager 

 

Erinvale Estate Hotel & Spa is a luxury 5-star country estate in the heart of the Cape Winelands. 

We are looking for an experienced, professional and service-driven Head Receptionist to join 

our Front Office team. 

 

This is a key guest-facing leadership position for an individual who understands the standards 

expected within a luxury 5-star environment and takes pride in delivering warm, personalised 

and seamless guest experiences. 

 

The Head Receptionist will oversee the Reception operation during assigned shifts, support and 

guide the Reception team, and ensure that all guest service, administrative and financial 

procedures are consistently executed to the highest standards. 

 

KEY RESPONSIBILITIES 

• Take responsibility for the smooth and efficient operation of Reception during assigned 

shifts. 

• Lead, supervise and support Reception team members, ensuring all duties are com-

pleted accurately and efficiently. 

• Act as the senior point of contact in the absence of the Front Office Manager. 

• Ensure guests receive a warm, professional and personalised welcome and farewell. 

• Maintain a visible and proactive presence at Reception, particularly during peak peri-

ods. 

• Manage check-ins, check-outs, guest requests, queries and complaints with profession-

alism and urgency. 

• Resolve guest concerns effectively and escalate matters to the Front Office Manager or 

Manager on Duty when appropriate. 

• Ensure accurate and efficient use of the hotel's property management system, Protel. 

• Manage guest accounts and ensure all charges, transfers and golf-related transactions 

are accurately processed and posted. 

• Identify opportunities to promote and upsell the hotel's accommodation, restaurants, 

spa, golf and other facilities. 

• Ensure professional handling of all incoming calls, messages and guest communications. 

• Maintain accurate and timely shift handovers and administrative records. 



 

 
 

• Balance cash, manage Reception floats and complete all end-of-shift financial proce-

dures accurately. 

• Maintain strict control and security of cash, payments and financial transactions. 

• Support the Front Office Manager in maintaining consistent service standards, opera-

tional procedures and team performance. 

MINIMUM REQUIREMENTS & EXPERIENCE 

The successful candidate will have: 

• 3–5 years' experience in Front Office/Reception within a luxury or 4/5-star hotel 

environment. 

• At least 1–2 years' experience in a senior receptionist, supervisory or similar Front Office 

leadership position. 

• A hospitality, hotel management, tourism or Front Office qualification from a recognised 

institution. 

• Previous experience with a recognised hotel property management system; Protel 

experience will be advantageous. 

• Strong knowledge of hotel Front Office procedures, including check-in, check-out, guest 

accounts, billing and cash-up procedures. 

• Experience handling guest complaints and resolving service-related matters 

professionally. 

• Proven ability to lead, support and motivate a Front Office team. 

• Excellent verbal and written communication skills. 

• Strong administrative and organisational skills with exceptional attention to detail. 

• Professional telephone etiquette and a confident, polished manner. 

• The ability to remain calm and professional under pressure. 

• Strong understanding of luxury guest service standards. 

• A professional appearance and manner appropriate to a luxury 5-star hotel. 

• A flexible approach to working shifts, weekends and public holidays as required by hotel 

operations. 

 

THE IDEAL CANDIDATE 

You will be someone who: 

• Is genuinely passionate about luxury hospitality and creating memorable guest 

experiences. 

• Leads by example and takes ownership of the guest experience. 

• Is warm, approachable and naturally service-oriented. 

• Has the confidence to make decisions and resolve guest issues professionally. 

• Is highly organised, accurate and dependable. 

• Has excellent interpersonal and relationship-building skills. 

• Can effectively manage competing priorities in a busy Front Office environment. 



 

 
 

• Understands that luxury service is about consistency, attention to detail and 

personalisation. 

• Takes pride in representing the Erinvale brand and creating a refined and welcoming 

experience for every guest. 

 

WHY JOIN ERINVALE? 

Join a passionate hospitality team at one of the Cape Winelands' established luxury hotel 

destinations, where authentic service, memorable experiences and meaningful relationships 

are at the heart of what we do. 

 

If you have the experience, professionalism and passion to deliver exceptional Front Office 

service within a luxury 5-star environment, we would love to hear from you. 

 

Apply with your comprehensive CV, including your current and expected remuneration and 

notice period/availability, by sending your CV to hr@erinvale.co.za. 

 

mailto:hr@erinvale.co.za

