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Hotels & Resorts - Bell Attendant
Company Name: [INSERT COMPANY NAME HERE]
Department: Front Office
Reports to: Front Office Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
Bell Attendants take care of guests' bags and help them settle in. You'll greet arrivals, load and deliver luggage, show guests to their rooms, store bags with claim tickets, deliver packages and items to rooms, and keep the entrance clear. At many resorts you also drive the airport shuttle or work alongside valet.
2. Essential Duties and Responsibilities
1. Greet arriving guests at the entrance, unload luggage and bring it to the room or to storage.
1. Show guests to their room and explain the key, thermostat, Wi-Fi and hotel services.
1. Store luggage and packages with claim tickets, and release them only against the matching ticket.
1. Deliver packages, amenities and extra items to guest rooms.
1. Help departing guests with bags and transportation, including taxis and rideshares.
1. Drive the hotel shuttle on its schedule, if your hotel runs one.
1. Keep bell carts, the entrance and the storage room clean and organized.
3. Key Tasks / Daily Activities
1. Check the arrivals and departures lists for groups, VIPs and early departures.
1. Line up carts and staff the door at peak check-in and check-out.
1. Log every stored bag and every delivery.
1. Report damaged luggage, safety hazards and suspicious activity right away.
1. Help the front desk with room moves, errands and lobby upkeep.
4. Key Performance Indicators (KPIs)
1. Luggage delivery time after check-in: [your target].
1. Lost or mishandled bags: [your target].
1. Positive guest mentions of bell service: [your target].
1. Shuttle runs on schedule: [your target].
5. Required Qualifications and Skills
1. [6+] months of customer service experience in a hotel, restaurant or store.
1. Follows luggage storage and delivery procedures without shortcuts.
1. Greets guests warmly and gives clear directions.
1. A valid driver's license and a driving record that meets your insurer's standard, if the role drives the shuttle.
6. Preferred Experience
1. Hotel bell, door or valet experience.
1. A commercial driver's license with passenger endorsement, if your shuttle needs one.
1. Knows the local area and airport routes.
7. Physical Requirements
1. Lift and push luggage up to [50] pounds and load carts many times a shift.
1. Stand and walk for most of an [8]-hour shift, including outdoors at the entrance.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Shifts include early mornings, evenings, weekends and holidays.
1. Works outdoors at the entrance in heat, cold and rain.
1. Busiest at morning check-out and when groups arrive.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new bell attendant gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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