
Guest Services Staffing

At Advanced Pro Services, we believe our 
employees are the key to our success. By 
investing in top-tier training, cutting-edge 
transport technology, and a supportive work 
environment, we ensure they’re equipped 
and motivated to deliver exceptional service.

Not just another staffing company

Guest services sta�ng services are 
designed to provide personalized and 
professional assistance to guests in various 
settings, such as hotels, resorts, corporate 
o�ces, retail establishments, event venues, 
and residential properties. These services 
aim to enhance guest experience, improve 
customer satisfaction, and maintain a high 
standard of hospitality.

Guest Services for:
• Healthcare Facilities
• Event Parking
• Private Parties
• Corporate Functions
• Retail Establishments
• Hospitality Industry

Other Services include:
• Parking Facility Management
• Parking Logistics 

Management
• Full Outsourcing
• Front Door Service
 -Wheelchair Assistance
 -Direction / Information 
 -Umbrellas
• 24/7 On-site and O�-site 

Emergency Response
• Complete Liability and 

Worker’s Compensation 
Insurance Coverage
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Key Roles and Responsibilities 
in Guest Services Staffing

Guest Services Manager
Responsibilities:
• Supervising and training guest services sta�.
• Handling guest complaints and resolving issues 

promptly.
• Coordinating with other departments, such as 

housekeeping and concierge.
• Managing sta� schedules and maintaining 

service standards.
• Implementing guest satisfaction programs and 

loyalty initiatives.

Concierge
Responsibilities:
• Booking reservations for restaurants, shows, or 

activities.
• Arranging transportation, including taxis, 

shuttles, or private cars.
• Providing local information and tourist guidance.
• Assisting with luggage, parcel deliveries, and 

special accommodations.
• O�ering VIP or luxury services for high-profile 

guests.

Front Desk Receptionist
Responsibilities:
• Welcoming and registering guests upon arrival.
• Handling payments, issuing room keys, and 

updating records.
• Addressing guest requests and answering phone 

calls.
• Managing reservations and confirming bookings.
• Providing directions and basic information about 

amenities.

Bellhop/Porter
Responsibilities:
• Transporting luggage to and from rooms.
• O�ering assistance with packages and other 

guest belongings.
• Providing room orientation, including amenities 

and features.
• Assisting with valet parking or directing guests 

to the parking area.

Doorman/Greeter
Responsibilities:
• Opening doors and greeting guests with a warm 

welcome.
• Providing directions to the lobby, elevators, or 

specific areas.
• Managing crowd control during peak times or 

events.
• Assisting with loading and unloading vehicles.

Valet Attendant
Responsibilities:
• Safely parking and retrieving vehicles upon 

request.
• Keeping track of vehicle keys and maintaining 

records.
• Assisting guests with loading/unloading luggage 

from cars.
• Ensuring the parking area is well-organized and 

safe.

Customer Service Agent
Responsibilities:
• Addressing guest questions via phone, email, or 

in person.
• Resolving issues related to reservations, billing, or 

amenities.
• Documenting complaints and following up to 

ensure satisfaction.
• Coordinating with maintenance or housekeeping 

to resolve problems.

Skills and Qualifications for 
Guest Services Staff

Essential Skills
• Communication Skills: Clear, polite, and e�ective 

verbal and written communication.
• Problem-Solving Ability: Quickly addressing 

guest issues and finding solutions.
• Hospitality Mindset: Friendly, welcoming, and 

attentive to guest needs.
• Multitasking: Handling multiple responsibilities in 

fast-paced environments.
• Technical Proficiency: Familiarity with hotel 

management software, POS systems, and 
booking platforms.

• Language Skills: Bilingual abilities are highly 
valued in international or multicultural settings.

Training and Certifications
• Customer Service Excellence Training: To ensure 

positive guest interactions.
• Hospitality Management Certification: For 

supervisory or management roles.
• Crisis Management and Safety Training: To 

handle emergencies and security issues.
• Soft Skills Development: Including empathy, 

active listening, and conflict resolution.
• Technology Training: Proficiency in property 

management systems (PMS) and digital 
concierge apps.

Staffing Ratios and Deployment

Operational Strategies for 
Efficient Guest Services Staffing

Pre-Event Planning
• Sta� Scheduling: Ensure adequate coverage 

during peak hours or high-occupancy periods.
• Training Sessions: Prepare sta� for specific event 

types or high-profile guests.
• Technology Integration: Use guest management 

software to streamline operations.

During Guest Interaction
• Proactive Service: Anticipate guest needs and 

respond promptly.
• Personalization: Use guest profiles to o�er 

tailored services.
• Communication Protocols: Maintain clear and 

consistent communication among team 
members.

Post-Interaction Follow-Up
• Feedback Collection: Gather guest feedback for 

continuous improvement.
• Performance Evaluation: Regularly assess sta� 

performance and guest satisfaction metrics.
• Training Refreshers: Continuously update skills 

and procedures to maintain quality.
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Hotels & Resorts

Corporate O�ces

1 Manager, 2 Receptionists, 1 
Concierge, 3 Bellhops

1 Manager, 2 Receptionists, 1 Customer 
Service Agent

Environment Typical RolesSta� Ratio (per 100 guests)

Event Venues 1 Coordinator, 3 Receptionists, 2 Ushers

Residential Properties 1 Manager, 1 Concierge, 1 Porter

Front Desk, Concierge, Valet, Doorman

Front Desk, Help Desk, Greeter

Guest Check-In, Information Desk

Concierge, Doorman, Maintenance Liaison



Guest services sta�ng is crucial 
for maintaining a welcoming, professional, and e�cient 
environment in various settings. Whether it’s a luxurious hotel or a 
bustling corporate o�ce, having the right sta� in place significantly 
enhances guest satisfaction and operational e�ciency.

Sta� shortages during 
peak times

Guest complaints or 
dissatisfaction

Implement flexible scheduling and on-call 
sta�ng policies.

Train sta� on conflict resolution and 
empathy techniques.

Challenges Solutions

Inconsistent service quality Regular performance evaluations and training updates.

High turnover rates Improve employee engagement and o�er 
competitive wages.

Language barriers Hire multilingual sta� or use translation apps.

Advanced Pro Services (APS) is a full-service valet parking and in-hospital patient transport 
company in Atlanta, Georgia. 

Our mission is to provide exceptional customer service through our calm, competent, and 
caring associates. From the moment you arrive to when you depart, we strive daily to create 
a welcoming environment and memorable experience.

LET’S START 
THE CONVERSATION.
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