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Hotels & Resorts - Night Auditor
Company Name: [INSERT COMPANY NAME HERE]
Department: Front Office
Reports to: Front Office Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
The Night Auditor runs the front desk overnight and closes the hotel's business day. You'll check in late arrivals and handle guest calls and security issues, then run the night audit: post room and tax, balance every department, process no-shows and roll the date in [your property management system]. Managers start their day with your reports.
2. Essential Duties and Responsibilities
1. Post room and tax to every in-house guest and correct rate discrepancies before closing the day.
1. Balance front desk and outlet revenue against cash, card and room-charge totals.
1. Process no-shows and late cancellations by policy, and charge guaranteed reservations correctly.
1. Run the day-end close and save the reports managers need, including the daily flash report.
1. Print or save downtime reports, such as arrivals and in-house lists, so the desk can work if the system goes down.
1. Check in late arrivals and handle overnight requests and complaints, often as the only agent at the desk.
1. Report noise, safety and security issues to security or the manager on call, and log them.
3. Key Tasks / Daily Activities
1. Take over the desk, count your bank and read the evening shift's log.
1. Compare the housekeeping room status report with the in-house list and flag discrepancies for the morning.
1. Settle credit card batches and track down declined or unbalanced transactions.
1. Walk the lobby and public areas on the schedule your policy sets.
1. Prepare express check-out folios and the morning wake-up list.
4. Key Performance Indicators (KPIs)
1. Audit completed by your deadline: [your target].
1. Posting and balancing errors found by accounting: [your target].
1. No-show charges posted correctly: [your target].
1. Overnight guest complaints resolved before morning: [your target].
5. Required Qualifications and Skills
1. High school diploma or equivalent, plus [1+] year of front desk, accounting or cashiering experience.
1. Comfortable with numbers, reconciling totals and finding out why they don't match.
1. Works alone overnight, follows procedures without a manager present and knows when to call for help.
1. Handles a late check-in, a noise complaint and a declined card on the same night without losing track of the audit.
6. Preferred Experience
1. Night audit experience with [your property management system] or another hotel system.
1. Bookkeeping or accounting coursework.
1. Front desk experience at a full-service hotel with several outlets.
7. Physical Requirements
1. Sit or stand at the desk through an [8]-hour overnight shift.
1. Stay alert through the night and walk public areas on rounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Overnight shift, [11 p.m. to 7 a.m.], [five nights a week], including weekends and holidays.
1. Often the only front office employee on duty, with a manager on call.
1. Quiet stretches mixed with late arrivals, noise complaints and the occasional emergency.
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 night auditor 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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