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Overview Kanuga Conferences is the largest camp and conference center in the Episcopal Church and the global Anglican Communion. Over its 89+ year history, it 
has come to provide a unique set of resources and services to the Church, all of them grounded in its original focus on its special blend of Christian Hospitality. It is 
important to continue to develop and honor this tradition.  Each year 25,000 guests come to the center from all over the world to experience Christian formation, 
retreats, meetings, rest, relaxation, reflection, and fun. The Night Auditor will be part of a team responsible for providing a professional customer-focused image of 
Kanuga at the front desk. 
 
The Night Auditor reports to the Reservations Manager. The Reservations Manager will be responsible for scheduling, training, periodic feedback and annual evaluations 
of the Night Auditor.  
 

Night Auditor Goals:  

 Provide radical hospitality in a professional, first class customer focused manner while dealing with a wide variety of people and queries in a helpful and 
courteous manner, being sympathetic to the various needs of staff, and visitors. 

 Offer professional service and support to our internal and external customers. 

 Accountable for collecting payment of outstanding guest folios and/or invoices and other payments of services or room charges provided by the Front Desk.  

 Ensure accurate information is received from clients, guests, and associates.  That this information is properly entered into the operational system updating on a 
regular and timely basis. 

 Accountable for invoicing within the established timeline. 

 Manage and prioritize all 3rd shift operations for the front desk services. 

 Communicate with Reservations, Guest Services, Maintenance, Housekeeping, Reservations, Sales and Food Service guest needs as appropriate. 

 Provide a highly organized and accurate service on all aspects of Auditing and guest reservations.  

 Respond quickly to any need and follow up promptly to insure all needs are met. 

 Foster strong and trusting relationships with our internal and external customers. 

 Aware of daily availability to assist walk in or stay over guests as well as listening for cross selling opportunities as they arise in the normal course of business. 

 Responsible for maximizing the guest experience. 

 
Night Auditor– Primary Responsibilities: 

 Reliability – Be present and ready for work; scheduling personal commitments in advanced and when scheduled off is expected. 
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 Performance in all manners will be enthusiastic, optimistic, with a “can do” attitude to clients, guests, and associates.  The position will demonstrate hospitality 
service behavior and practices anticipating needs of clients, guests, and associates at all times. 

 Demonstrate mastery of all current computer systems and software related to general business operations as well as specific to the Hospitality & Sales 
environment. 

 Facilitate with complete accuracy all aspects of the assigned events and projects. 

 Provide complete and accurate back up documentation of the assigned events and projects. 

 Provide accurate, timely, and complete information to clients, guests, and staff. 

 Prioritize tasks and objectives in order to precisely execute each day’s work.  

 Performance in all matters with a tone of enthusiasm and optimism in communication with clients, guests, and staff. 

 Review all daily reservations ensuring proper check in / out of the guests; collecting payment at check out and provides change for guests as needed. 

 As assigned and as needed, perform inspection on public areas, correcting deficits whenever possible or contact appropriate departments. 

 To follow all specified procedures auditing all shifts of front desk staff, including personally closing the final shift and completing an audit summary for the day. 

 To produce accurate and timely reports; follow cash handling procedures as outlined by the accounting department, including PCI compliancy and ordinances. 

 To follow all specified procedures to maintain and post a daily balance of all house accounts, including running preliminary reconciliations, detail transactions 
and final reports to accounting and profit centers. 

 Performing all end of day front desk and night audit functions, including reviewing cashier audits for accuracy, balancing credit card postings to computer 
system, maintaining computer database integrity daily, and auditing of master accounts. 

 To follow all specified procedures to reconcile cash reports of the property outlets (as required) each night, researching and posting any unresolved tickets from 
the day shifts. 

 Balance and audit for accuracy room revenue, food and beverage revenue, cashier’s reports, and guest and house accounts and other revenue streams; assisting 
the preparation of all reports relevant to daily revenues. 

 Complete and transmit daily management and accounting reports and supporting documents. 

 Act as Conference & Retreat Center liaison (especially after regular business hours). 

 Perform all guest hospitality functions as required; assist in booking room / online reservations; assist in answering phone calls and notifying guests of messages, 
communicating basic housekeeping and general maintenance needs. 

 Aggressively fill slow times with projects within reservations or other departments to include tasks such as organizing and cleaning at the desk and lodge as well 
as communicating needs of the lodge areas to housekeeping and maintenance.  Seek timely guidance from the Reservation Manager. 

 In the case of any emergency or guest challenge, communicate to the proper channels through all means necessary such as cell phone calls after business hours, 
emails, completion of Incident reports, and assistance from co-workers. At times the 3rd shift is minimally staffed.   

 All other duties as assigned. 

 Give input on how to improve customer service, product delivery and processes. 
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Night Auditor- Specific Job Duties:  

Front Desk:  Hours:   11:30pm – 7:30am 

 

The following is a short list of expected daily duties: 

 Provide Service that is nourishment for the soul. 

 Respect every person by offering radical hospitality. 

 Make conscious efforts towards Sustainability. 

 Model Stewardship in utilizing resources responsibly.    

 Regular data entry of client and guest contact information. 

 Housing assignments and adjustments. 

 Financial Process Responsibilities. 

 Monitor alarm systems in order to ensure that secure conditions are maintained. 

 Keep records of charges incurred. 

 Generating invoices of pre/ post arrival requested or consumed revenue items; also includes any adjustments, additions, and credits. 

 Processing of payments. 

 Billing and invoicing. 

 Report Generation such as rooming lists, current charges, and accounts receivable / payable. 
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Clients, guests, and associates of Kanuga have diverse cultures both nationally and internationally.  The Night Auditor is required to engage and respond in a 

professional, cordial, and empathetic standard. Typing, sitting, standing, hearing, listening, speaking, are regular physical aspects of this role. 

 
Experience Skills Knowledge Attributes 

Demonstrated success in: 
 

 Building relationships 

 Building customer 
satisfaction 

 Accurate data entry 
using excel and off 
property systems 

 Basic Accounting skills 

 Problem Solving  
 
 
  
 
 

Demonstrated ability to:  
 

 Work effectively with 
staff 

 Work effectively with 
guests 

 Communicate 
effectively in writing 
and in person 

 Ability to set priorities 
and time management 

 Able to recognize and 
converse with repeat 
guest and board 
members  

Demonstrated understanding 
of: 
 

 Aggressive Hospitality  

 Property management 
systems 

 Organizational ability 

 Cash Handling 

 Invoice generation 

 

 1-3 years in 
hospitality 
industry 

 Detail orientation 

 Willingness to 
build skills 
through additional 
training 

 Welcoming and 
approachable 

 “Consider it 
Done” attitude 

  
 

 
Measurement of Effectiveness 
The Night Auditor will be measured with but not limited to the following: 

External Feedback will be solicited from groups, meeting planners, clients, guests, Board Members, and the like to determine how well Kanuga met their 
expectations of 

 Registration, checking in / out, hospitality, accuracy, and speed 

 Regular communications and reports 

 Billing and invoicing process 

 Customer satisfaction 
 
Internal Feedback will be solicited from internal departments of Accounting, Housekeeping, Food Services, Guest Services, Sales staff.  Areas of competency 
among these Kanuga departments and leadership team will glean feedback as to how the Night Auditor helps others meet their daily operational tasks and 
overall goals while continuing to pursue the Hospitality & Sales division’s objectives and strategies.  
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Business Results: The Front Desk Department will be measured annually: 

 Kanuga’s occupancy levels 

 Generated revenues / expenses vs. plan 

 Accuracy of invoices, collected balances, and Front Desk outstanding accounts receivable 

 Cash Handling / PCI compliancy 
 

 


