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Reservations Agent 
 
Reports to:  Reservations Manager 
Payroll Classification: Rooms 
Department: Reservations  
 
Scope and General Purpose: 
To provide an outstanding first impression of Barnsley Gardens Resort through professional presentation of 
information to potential guests concerning rates, availability of rooms, description of facilities and services 
and information about area attractions in an effort to obtain budgeted room occupancy and ancilliary 
revenue goals.  
 
Essential Duties 

 Promptly answer reservation inquiries via telephone, fax, voicemail and/ or email in a friendly and 
professional manner. 

 Analyze data to determine availability and rates  
 Enter reservations into the property management system both completely and accurately. 
 Utilize proper selling techniques and strategies to maximize room and outlet revenues. 
 Produce and send letters of confirmation and other well-written correspondence. 
 Obtain and transmit accurate information for each reservation. 
 Give detailed information as needed to callers regarding rates, packages and all aspects of the 

resort. 
 Find and update room availability on the Synxis Administration site. 
 Sell, make, process and mail gift certificates 
 Liaise with other departmental agents regarding guests’ needs and concerns. 

 
Marginal Duties 

 Assist the Reservations Manager with daily room allocations and reservations updates. 
 Maintain a neat and tidy workspace. 
 Accurately perform administrative tasks assigned by the Reservations Manager. 
 Other duties as assigned. 
 

 
Knowledge, Skills & Ability Requirements 

 Secondary diploma is required. College experience is an asset but not required. 
 Excellent phone, communication and guest relation skills in English. 
 Ability to multi-task. 
 Ability to work independently with minimal supervision. 
 A good knowledge of the surrounding areas. 
 Excellent computer skills, including the use of Microsoft Word, Excel and Outlook is required.  

Facility in Microsoft Access and Maestro PMS an asset.  
 Regular and predictable attendance. 
 Ability to work a flexible schedule, including weekends and holidays. 

 
Physical Demands 
Essential duties require long periods of sitting, hearing, speaking, reading from a computer screen and 
keyboarding. The employee must have normal vision (corrected) including close and color vision, hearing 
and verbal communication. 
 
Environmental Conditions 
Duties are typically performed in an indoor setting; however duties may be assigned periodically which 
take place out of doors and in the elements. The reservations office has multiple workstations with multiple 
phone lines. Incoming calls are frequent, work is fast paced and the noise level is moderate to loud.  
 
This Job Description reflects management’s assessment of essential functions; however it does not 
prescribe nor restrict the tasks that may be assigned. 
 


