Title of the Post: Assistant Guest House Manager 
Reporting to: Office Manager 
Department: Guest House 
Hours of Work: 20 hours per week. The standard working pattern is Saturday and Sunday, 7am–3pm, plus one additional half day, 10am–2pm.
The postholder may take one weekend off in every four if they wish. In this week, the Saturday and Sunday hours will instead be worked across two weekdays (Monday to Friday), with the specific days agreed in advance with the Office Manager. The additional 10am–2pm half day will also be worked as part of the agreed weekly pattern.
Salary: £15.50 per hour
Basis: Permanent, Part-Time
Recruitment Timetable 
Application Closing Date: Sunday, 25th October 2026
Shortlisting: Monday, 26th October 2026
Interview Day: Thursday, 5th November
Start Date: Monday 14th December  
Location The Bar Convent, 17 Blossom Street, York. YO24 1AQ. 
About us This is an exciting time to be joining the team at the Bar Convent Living Heritage Centre, where we welcome over 50,000 visitors a year. As the oldest living convent in the United Kingdom, The Bar Convent Living Heritage Centre incorporates a refurbished and upgraded Guest House with 22 en-suite rooms. The Guest House is ideally situated, close to both the railway station and the city centre, proving popular with guests.   
To meet this demand, we seek to appoint an Assistant Guest House Manager. The postholder will support the Office Manager in the day-to-day running of The Bar Convent Guest House and takes delegated responsibility when the Office Manager is off site or on annual leave. This is a hands-on role combining team supervision, guest service and operational responsibility. 
Sundays are worked independently, with reception duties alongside management responsibilities. The additional half day is spent during the week with the Office Manager for handover, planning, training and review, including regular room assessments covering maintenance, cleaning and upgrades. The role also develops skills in rate management, occupancy and the commercial operation of a small accommodation business. 
 
Key Responsibilities 
Standards & Operations 
· Run the Guest House day-to-day, acting as second in command to the Office Manager 
· Willing and able to cover the role of Office Manager in her absence to expected standards 
· Maintain standards of cleanliness, presentation and guest service 
· Check bedrooms, public areas and facilities regularly 
· Assess rooms with the Office Manager to identify maintenance, deep cleaning and upgrade needs, and help prioritise them 
 
· Keep a record of findings and agreed actions, and follow them up 
· Ensure procedures are followed and records and checklists are completed accurately 
· Resolve operational issues within the scope of the role and escalate significant matters 
· Report maintenance or repair issues promptly 
· Support new procedures and systems, and suggest practical improvements 
Team Supervision 
· Oversee the day-to-day work of Guest House team members, including timekeeping and attendance 
· Address minor conduct or performance issues promptly, with clear feedback on expected standards 
· Conduct return-to-work discussions following staff absence 
· Support the induction and training of new team members 
· Report persistent or serious concerns to the Office Manager 
Reception Resourcing & Customer Service

· Provide a warm welcome and manage arrivals, departures, payments, cash and associated administration with efficiency and in a friendly, personable manner.

· Handle guest enquiries, requests and routine complaints courteously and positively; resolving any issues immediately or escalating serious matters where necessary.

· Monitor and care about guest satisfaction, identifying any recurring issues and putting solutions in place with the Office Manager.

· Provide reception cover on Sundays and cover the receptionist's lunch break on other days worked.

· Ensure clear handover between shifts.

Health, Safety & Security 
· Follow health and safety, fire, security, emergency and lone-working procedures 
· Report accidents, incidents and hazards and complete the relevant records 
· Observe safeguarding, data protection and confidentiality requirements 

Stock & Administration 
· Monitor stock levels and report shortages to the Office Manager 
· Store and use supplies and amenities appropriately 
· Use the booking and property management systems accurately and keep precise records 
Digital & Brand 
· Use standard office software and Canva to produce professional materials consistent with The Bar Convent brand, and in conjunction with the Marketing Manager where necessary  
Management Support & Development 
· Provide the Office Manager with clear handovers covering operational issues, staffing, guest feedback and actions required 
· Provide holiday and sickness cover for the Office Manager when required (additional hours paid as overtime) 
· Attend weekly management huddles when covering 
· Learn rate management, occupancy and pricing principles, and assist with rate management once trained 
 
 


Person Specification 
Essential experience 
· Recent, evidenced experience supervising team members, including addressing performance, conduct or attendance issues 
· Working in a customer-facing hospitality, accommodation, reception or similar environment 
· Working independently and taking responsibility for day-to-day operations 
· Maintaining standards and procedures 
Essential skills 
· Able to supervise fairly and consistently, give clear feedback and challenge poor standards 
· Calm and composed under pressure 
· Clear, concise communicator at all levels, able to contribute to management discussions 
· Organised, with strong attention to detail, able to prioritise and work without supervision 
· Able to decide what to resolve independently and what to escalate (essential for Sunday lone working) 
· Confident with word-processing, spreadsheets, email and online systems, and a general competency with computer-based design systems 
· Comfortable learning new systems 
· Commercially minded, with an interest in occupancy, pricing, reputation and consistent branding 
Personal qualities 
· Reliable, discreet and trustworthy 
· Proactive and hands-on 
· Consistently professional in conduct, communication and appearance, with clear boundaries when supervising colleagues 
· Able to work well independently and in a small team 
Desirable 
· Previous Assistant Manager, Duty Manager or Supervisor role 
· Experience in a hotel, guest house, heritage property or small independent hospitality business 
· Experience of property management systems, ideally Rezcontrol PMS 
· Experience of return-to-work meetings, training and induction 
· Experience of rate, yield or revenue management 
· Relevant hospitality, management or customer service qualifications 
· Recent professional development in hospitality, management or revenue 
 
How to Apply 
Please apply via Indeed
OR 
Send a CV and a covering letter of no more than 500 words to hannah@barconvent.co.uk
Please explain why you are interested in this role, and confirm that you are available for the working pattern described.
Applications without a covering letter will not be considered. 
 
What We Offer 
· 20 hours per week at £15.50 per hour 
· Regular weekend working, with the option of one weekend off in every four 
· Staff meal on shift and uniform provided 
· Additional paid hours for agreed Office Manager holiday or sickness cover 
· Training in Guest House management, including rate management and commercial operations 

