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Note: Every effort has been made to make this job description as complete as possible.  However, it in no way states or 

implies that these are the only duties you will perform.  The omission of specific statements of duties does not 

exclude them from the position and you may be required to undertake other roles / duties if needed. 

   

Company The Landing Hotel 

Department FOH 

Location Biggin Hill Airport 

Role reports to Front of House Manager 

Line management responsibility Night Receptionist 

 

Summary 

The Landing is an independent boutique 56 bed hotel that is proudly dedicated to the aviation 

industry, whilst supporting local businesses and our community.  Located at London Biggin Hill 

Airport and set to the side of runway 03, the hotel offers great views towards London. 

Facilities comprise of a stylish bar & restaurant offering fabulous dining experiences with 

breakfast, brunch, afternoon tea and evening dining all being served daily. 24hr room service 

and a fitness suite are also included for our guests staying overnight in the hotel. 

 

Job requirements and responsibilities 

What will I be doing? Reporting to the Front of House Manager, you will be well presented, 

prepared and informed to ensure the night team delivers exceptional 

service to every guest that enters the hotel. Yourself and team will be 

responsible for the first and last impression that our guests receive. 

Therefore, you will be responsible for the following tasks which must be 

completed to the highest standards: 

 

- Ensure the daily End of Day closing reports are completed, along 

with daily banking. 

- Check-in of potential late arrivals or apply our no-show 

procedure. 

- Night safety walks. 

- Maintaining health & safety procedures. 

- Take food and drink orders and deliver room service. 

- Respond to emails as required and take phone calls. 

- Ensure that the workspaces are well kept and that the entrance 

to the hotel is pleasant. 

- Working knowledge of Word, Excel and Email. 

- Set up the breakfast area for service. 

- Maintain cleanliness of public areas. 

- Be a team player and be willing to help other departments. 

- Manage the nights team with assistance from the Front of House 

Manager. 

Please be aware this role includes lone working. 
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What are we looking 

for? 

Essential 

- Experience in a similar role. 

- Social, engaging and motivated. 

- Flexibility to respond quickly and positively to a range of work 

situations. 

- Excellent communication skills. 

 

- You must also be:  

- Computer literate in MS Word, Outlook and Excel. 

- Highly organised. 

- Able to build strong client relationships. 

- Revenue focused.  

- Committed to delivering high service levels. 

- Accountable and resilient. 

 

Desirable 

- Guestline/Rezlynx experience. 

- Previous experience working in an airport hospitality environment 

and dealing with jet agents, airline crew and engineers. 

 

Hours of work 

The hotel operates 24/7 and it will be your responsibility to manage your 

roster in line with business demands over a seven-day period.   

Benefits - Salary up to £28,000 (dependant on experience) 

33 Holiday days per year 

- 42 hour working week, including breaks 

- Discount at the Lookout Café  

- Meals on duty 

- Free use of airport gym 

- Hotel F&B discounts 

- Company Pension 

 

 

 


