
 

General Manager 
Description: 

Oversees, directs and manages property operations to assure optimum performance and continual 
improvement in the five Key Result Areas (guest service/recovery, profit/financial controls, labor 
management, property appearance, and sales & marketing. Coordinates, directs and manages the 
staff and everyday hotel operations to achieve profitability, guest satisfaction and efficiency while 
maintaining standards set by the company assuring 100% guest satisfaction. This is a 60--70 room 
hotel on the Central Oregon Coast in Lincoln City Oregon. 

Excellent communication skills are a must with clear written, verbal, and email management in 
working closely with internal guests, customers, and management 

A track record of employment stability and references must be provided along with evidence of 
strong leadership abilities in managing/motivating teams. 

 
Essential duties and responsibilities include the following. Other duties may be assigned. 
 
Demonstrates and promotes a 100% commitment to providing the best possible experience for our 
guests and employees. 

 
Financial 
Responsible for maximizing revenues and flow through to GOP to meet or exceed budgeted 
EBITDA. 

Manage labor standards and property level expenses to achieve maximum flow through to the 
bottom line profit. 
 
Explains and manages financial activities. Reconcile all financial accounts daily. 
 
Monitors collection of in-house guest balances and direct bill receivables, commission payments by 
vendors, bank deposits, & issuance of refund checks. 
 
Participates and monitors monthly inventory of supplies and equipment. Ensures purchases made 
are within budget and by approved vendors. 

Responsible for assisting in creation of annual property budget and forecasts. 

Guest Satisfaction 
Promotes 100% guest satisfaction throughout property. Instills the 100% guest satisfaction objective 
to all associates. 
 
Ensures that all guest related issues are resolved in a manner consistent with the company's goals 
and objectives. 

This includes responding to all relevant travel review sites in a timely manner and managing the 
overall guest recovery process to ensure we are a top performing hotel in our market. 



 

 
Employee Management 
Hires and actively seeks out the right team members to create an environment where staff are 
motivated & engaged 
 
Motivates and gives direction to all employees by actively ensuring they have the tools & training 
necessary  
 
communicates all policies and procedures to entire staff. Conducts regular meetings to provide 
various information including company communications, policy reviews, local property activities, 
goals, etc. 
 
Adheres to federal, state and local laws employment related laws and regulations. 
 
Manages employee personnel forms, including hiring, performance evaluations, payroll and benefits 
related information, required Federal and State postings, etc. 
 
Conducts coaching/counseling sessions; performance evaluations; prepares performance 
improvement plans, disciplinary documentation; conducts terminations. 
 
Ensures that employee related issues are resolved in a manner consistent with company policies. 
 
Mentors and develops front desk staff; provides learning opportunities by assigning new tasks in all 
General Management responsibilities; evaluates employee's strengths and weaknesses and 
provides training to optimize guest satisfaction and operational goals. 
 
Performs duties in all aspects of hotel operations whenever needed. 

 
Property Appearance 
Inspects and documents repairs and cleanliness of property with management to ensure optimum 
upkeep and repair, room cleanliness and overall property appearance. 

Ensures overall preventative maintenance program for the hotel and guest rooms are being 
performed on a regular basis and to the standards set by management. 

Sales 
Works with management to assist in sales activities of the property and meet revenue objectives. 
Activities include setting goals, completing competitive surveys, taking reservations and compiling 
reports. 
 
Make sales calls as outlined by Management. 
 
Identifies and seeks out potential business in local market. Maintains relationships with local 
businesses and key people to increase the company's visibility within the local market. 
 
Coordinates and implements sales and marketing activities of the property. 
 
 
Miscellaneous 
Provides other relief or back-up duties as needed at the hotel including front desk coverage, 



 

housekeeping, and other duties as needed to ensure the optimum operation of the property. May 
also need to assist other hotels in the nearby region occasionally if needs arise. 

Qualifications: 

Integrity - Leads by example. Is always transparent in all dealings and expects the same from 
others 

Communication - Must effectively at a high level communicate well verbally, excellent written 
communication, and must be able to effectively manage daily high volume of emails.  

Natural Leader - Always engaged, passionate, result driven, conscientious, and high emotional 
strength 

Proactive - Must always be thinking/reacting to the future needs rather than being reactive 

Flexibility - Ability to be react to a quickly changing environment and also to adapt quickly to change 

Organization - Must be highly skilled in efficiently prioritize tasks and planning projects 

Education and/or Experience 

o Bachelor’s Degree in Hotel/Restaurant Management or Business.  Equivalent experience will 
be considered. 

o 3+ years prior experience as General Manager or other hotel management role is preferred. 
o Must have a track record demonstrating the ability to lead a successful team resulting in 

positive financial results with verification 
o Must possess a valid driver’s license. 
o Must be available to work extended hours, nights, weekends and holidays. 
o Must have knowledge of a variety of computer software applications (MSWord, Excel, 

Publisher). Knowledge of Roomaster software a plus.   
o Must have strong analytical skills and decision-making ability. 
o Must be able to work independently and multi-task, prioritizing as appropriate. 
o Must have effective oral and written communication skills. 
o Bilingual (English/Spanish) preferred, but not required. 

Mathematical Skills 
 
Must be able to perform basic math functions, calculate revenue forecasts and analyze large amounts 
of numerical data.  
 

 

 



 

Physical Demands 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to stand; walk; use hands to finger, 
handle, or feel objects, tools, or controls; talk or hear; and taste or smell. The employee frequently is required 
to reach with hands and arms. The employee is occasionally required to sit; climb or balance; and stoop, kneel, 
crouch, or crawl. 

The employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job 
include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust 
focus. 

Travel Demands 

The employee is frequently required to travel within the local community.  Infrequent travel from one city to 
another may be required which may necessitate air travel.   

 

 


