
 

 
 

Job Description 
 

Job title:     Night Porter 
   
 

Department: Godolphin Arms Hotel  

 
Reports to: Back of House Manager   
 

Principal purpose of 
role 

To be a point of contact for all hotel guests and to 
maintain a security presence at all times during the night 

Area of 
responsibility/tasks 

 Ensure the hotel and ancillary areas are locked and secured for 
the night 

 To carry out a minimum of three patrols of the whole hotel 

 To carry out cleaning duties of all public areas as specified by the 
housekeeper 

 Stock up fridges and shelves in the bar areas, thoroughly clean 
behind both bars, fridges and counter areas. 

 To maintain a high standard of refuse management including 
removing all daily waste and recycling 

 Ensure both bars and service areas are set and ready for service 
the following day including checking crockery, cutlery and 
restocking supplies. 

 To act as a fire marshal and to be totally aware of the hotel fire 
evacuation plan and intruder alarm procedure 

 Assist with any small maintenance issues when directed by the 
back of house manager 

 To ensure that the privacy of our residents takes priority at all 
times and that the requirement for confidentiality relating to all 
residents and staff is understood.  

 Follows all company policies including all closing down 
procedures. 

 Ensure corridors are kept tidy and free from obstruction and all 
fire doors are closed. 
 

 

Customer service 
 

 To provide a great service to all internal and external visitors 

 To maintain a guest focus when preforming duties  

 Notifies the duty manager if our guests are not satisfied with any 
aspect of their stay 

 Provides a professional image at all times by wearing the required 
uniform and adhere to the GA policy on personal hygiene 

 

Health and safety 
 

 To work to safe working practices including COSHH 

 To be aware of all emergency, security and first aid procedures 

 To be vigilant for any hazards and report to the line manager 

 To attend any necessary training courses 
 

Communication  Log any incidents in your record book 

 Inform you line manager of any maintenance or repair work 
which will require a skilled contractor to be called  

Vision and values 
 

 Understand and demonstrate the behaviours that underpin our 
values 

 Be aware of the role of you and your team in achieving our vision 
and objectives 



 
 
 

Other  Any other tasks which are reasonably requested for the better 
performance of your duties or for the achievement of our vision 



 
 
 

Person Specification  
 

Role title: Night Porter 
 

Evidence sources   AF = application form | IV = interview | Test = test | Ref = references 
 

Section Criteria Essential Desirable Source 

Education, and 
qualifications 

Good general education √  AF, IV 

Experience Practical experience in a similar 
security/cleaning role 

√  AF, IV, Ref 

Organised and detail orientated  √ AF, IV 

Proven experience with setting and 
achieving high standards  

√  AF, IV 

Basic IT and record keeping skills 
Working knowledge of the hotel guest 
line(rezlynx) 

 √ AF, IV 

Technical skills 
and abilities 

 

Visitor focused approach √  AF, IV, Ref 

Use of a wide range of cleaning 
chemicals with an understanding of 
COSHH  

√  
 

AF, IV 

Use of a wide range of cleaning and 
conservation equipment and its basic 
maintenance 

 √ AF, IV 
 

A commitment to flexible working, 
team spirit and personal development 

√  AF, IV 

Interpersonal 
skills and other 
characteristics 

Excellent communicator to both groups 
and individuals with a passion to 
inspire other 

√ 
 

 AF, IV 
 

Honest √  IV, Ref 

Considerate  √  IV, Ref 

Responsible √  IV, Ref 

Resourceful √  IV, Ref 

Energetic √  IV, Ref 

Discreet with the ability to demonstrate 
tact and diplomacy with sensitive issues 

√  IV, Ref 

Motivation and 
commitment 

To be of a sober character and 
respectful to our guests at all times to 
be diligent and able to work on your 
own initiative. 

√  AF, IV, Ref 

 


