WNW Hospitality

Job Description

Title: Night Auditor

Reports to: General Manager

Scope

Accurately balance all hotel income and expenses for 24-hour hotel operating period.

Primary Responsibilities:

Balances and audits for accuracy room revenue, telephone revenue and miscellaneous income; prepares all reports relevant to daily revenue.

Balances and audits for accuracy all room and tax charges, cashier's reports, and guest and house accounts. Balances all credit cards, reviews account balance report of all in-house guests and gets proper credit authorization.

Completes and transmits daily management and accounting reports and supporting documents; prepares customer tracking report, market segmentation report, and any other auditing report necessary to ensure the accurate accounting of hotel revenues.

Communicates with hotel management as necessary to resolve accounting discrepancies and to request or provide information.

Performs all front desk clerk functions as required, including room reservations, PBX, and notifying guests of messages, verify wake up calls, etc. 

Seven Day cut off for credit cards 

Direct bill – all guests must be billed weekly

All cash guests must have proper credit

Serve as Manager On Duty of hotel.

Perform other duties as requested by management.

