M Industry: Hospitality

FRONT DESK MANAGER Employment Type: Full-Time

Company Description

Maana Homes is a collection of homes in Kyoto that invites guests to slow down, reconnect with themselves, and
discover secrets in Japan's ancient city. Our mission is to explore what it means to live well in today's fast-paced
world, drawing from traditional wisdom to redefine luxury.

Company Culture

The core of our company's culture is about empowering and nurturing each individual's passions and interests. The
multi-faceted nature of our company allows us to support our team's curiosities, which is the heart of everything we
do. The team culture is casual and inclusive but professional, we deeply value creating meaningful, close-knit
relationships within our team and the community we serve. We are on the lookout for a dependable and dynamic
individual to become a long-term, essential part of our team and join us in developing the brand’s vibrant culture and
persona.

Role Description

As a Front Desk Manager, you will be the face of Maana Homes, offering a warm welcome to our guests and
ensuring their needs are met with grace and professionalism. This role demands a commitment to our vision and
service, a self-driven and calm attitude, attention to detail, creative communication skills, the ability to wear many
hats, and most importantly a genuine passion to share.

Key Responsibilities
e Greet and welcome guests upon arrival warmly.
e Manage check-in and check-out processes efficiently.
e Respond to guest inquiries, providing accurate information about the local area and services.
e Coordinate with housekeeping and maintenance teams to ensure room readiness and address any guest
concerns swiftly.
Handle reservations, including phone and online bookings.
Assist in property management

Essential Qualifications

Fluency in Japanese and English; additional languages are a plus.

A warm, friendly demeanor with a guest-first attitude.

Excellent communication and organizational skills.

Experience in customer service, hospitality, or related fields preferred.
Proficiency in computer skills and reservation systems.

Schedule
e Full-time position with flexible scheduling options.
e Work includes weekdays, weekends, and holidays.
e Regular in-person presence at our Kyoto location.
How to Apply
e [f you are inspired to contribute to a culture of intentional living and hospitality, please send your CV and a
personal cover letter to_hr@maanahomes.com.
e  Share with us what drew you to Maana Homes and how your interests align with our vision. We look forward
to discovering the unique qualities you can bring to our team.
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