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Hotels & Resorts - Valet Attendant
Company Name: [INSERT COMPANY NAME HERE]
Department: Front Office
Reports to: Front Office Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
Valet Attendants park and return guests' cars at the hotel entrance. You'll greet arrivals, walk around each car to note existing damage, issue claim tickets, park in assigned areas, keep keys locked up, and bring cars back quickly at checkout. Every car is a guest's property, so you drive carefully and follow the key procedure every time.
2. Essential Duties and Responsibilities
1. Greet arriving guests, open doors and help unload luggage with the bell staff.
1. Walk around each car before you park it, and record existing scratches and dents on the ticket or in [your valet app].
1. Release cars only against the matching claim ticket, or the ID check your policy requires when a ticket is lost.
1. Park cars in assigned areas at safe speeds, lock them and note the space on the ticket.
1. Keep keys in the locked key box and log every key in and out.
1. Post valet charges to the guest's room or collect payment as your policy sets.
1. Report any damage, accident or missing key to the Front Office Manager right away and write an incident report.
3. Key Tasks / Daily Activities
1. Check the arrivals list for groups, VIPs and expected cars.
1. Keep the entrance lane clear so arrivals, taxis and shuttles can move.
1. Pull cars up ahead of time for guests who call down before checkout.
1. Walk the lot or garage to check that cars are locked and keys match the log.
1. Hand off open tickets and the key log at shift change.
4. Key Performance Indicators (KPIs)
1. Time to return a car after the guest calls: [your target].
1. Damage claims: [your target].
1. Key log errors: [your target].
1. Guest comments on valet service: [your target].
5. Required Qualifications and Skills
1. Valid driver's license and a driving record that meets your insurer's standard.
1. Meet [the minimum age your insurer sets for valet drivers].
1. Drives cars and SUVs of all sizes safely, [including manual transmissions, if you require it].
1. Follows ticket and key procedures every time, even when the line of cars is long.
6. Preferred Experience
1. Valet, bell or parking experience.
1. Customer service experience in a hotel, restaurant or store.
1. Knows local roads well enough to give guests directions.
7. Physical Requirements
1. Walk and jog between the entrance and the lot or garage many times a shift.
1. Stand outdoors at the entrance in heat, cold and rain.
1. Lift luggage up to [50] pounds when helping arrivals.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Morning, evening and overnight shifts [if your valet runs around the clock], including weekends and holidays.
1. Outdoor work at the entrance, plus driving in parking garages and lots.
1. Busiest at check-in, at checkout and before large events.
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 valet 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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