Holiday Valley Rental Management
Rental Agent

Job Description

Position Objective: As a member of our Rental Management team, you will be providing best-
in-class customer service to our guests while helping our owners realize the greatest possible
return on their real estate investment.

Reports to: Holiday Valley Rental Management (“HVRM”) Supervisor

Works Closely with: Rental management office staff, property owners, rental guests,
housekeepers, maintenance staff, real estate agents.

Major Responsibilities:

Greet and assist guests during arrival and departure

Provides courteous guest service by responding promptly and efficiently to inquiries,
requests and complaints

Front desk duties include processing reservations and cancellations, making guest
packets for upcoming arrivals, taking guests deposits and final payments
Maximizes revenue and occupancy by upselling seasonal activities

Clerical duties (keyboarding, data entry, filing, bookkeeping, etc...)

Inspections, update and track changes to all Rental Properties

Assists property owners

Assists the Property manager as needed

Other duties as assigned

Qualifications:

A positive attitude is essential to success in this position

Team player

Detail oriented

Strong computer skills (Microsoft Office)

Be able to work flexible hours —weekends and holidays are required
Superior communication skills, both verbal and written

Prior Front desk or hospitality experience a plus



