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HOBSON MOTOR INN

JOB  APPLICATION  QUESTIONAIRE
RECEPTION POSITION
Please complete the following:
	First Names:                                                                        Surname:            



	Date of Birth:



	Partner’s Name:

Number & Ages of Children:



	Home Address:



	Home Phone:                                               Work Phone:



	Mobile:                                                          Email:



	Current Employment Status:

( eg presently employed at)


	Hourly remuneration sought: $              per hour to $                 per hour, gross before tax. ( Give $3.00 per hour range) Other remuneration comment(s):


	Please indicate the days you would be available to work (by deleting unavailable days): 
Mondays   Tuesdays   Wednesdays   Thursdays   Fridays   Saturdays   Sundays



	Please indicate your preferred number of hours per week. (The position is likely approx. 16 hours per week.)
(a) 15-16  hours per week : Yes/No.  (b) 20 hours per week; yes/No (c) Other:


	Are you able to start work at 7.300 am, Saturday and/or Sunday. Yes/No.  If not what time?  ( Likely to be Rostered – one week Saturday morning, next week Sunday morning. When not morning will be afternoon to 9 pm Saturday and 8 pm Sunday (Rostered) 
Any comments regarding job start times.



	Do you have any criminal convictions?  If yes please provide details:


	Please provide the names of at least three referees ( unrelated to yourself) we can phone:
At least two must be a work referee (if you had previous employment).
1. Name:      

Phone:

Referees work position:

2. Name:   
Phone:

Referees work position:

3. Name:   

Phone:

Referees work position:




Skills (Note Very good is not necessarily expected for all areas)
Please assess your skills in the following areas:

TICK in the appropriate column (or insert comment):
	(a) Computer 
	Very Good
	Good
	Need Training
	Can not do
	Unwilling to do

	Microsoft Word
	
	
	
	
	

	Microsoft Excel 
(use of spreadsheets)
	
	
	
	
	

	Microsoft Excel 

(use of formulae)
	
	
	
	
	

	Microsoft outlook

	
	
	
	
	

	Microsoft windows explorer.
	
	
	
	
	

	PowerPoint

	
	
	
	
	

	Other (if any)
	
	
	
	
	

	Comments re computer skills



	 ( b ) Marketing
	Very Good
	Good
	Need Training
	Can not do
	Unwilling to do

	Preparation of text for Flyers


	
	
	
	
	

	Preparation marketing letter to

Key accounts.


	
	
	
	
	

	
	
	
	
	
	


	Comments re Marketing skills



	( c ) Reservations/

Reception work
	Very Good
	Good
	Need Training
	Can not do
	Unwilling to do

	Phone calls inwards

	
	
	
	
	

	Phone calls Out

	
	
	
	
	

	Making bookings & Obtaining 

Guest details.
	
	
	
	
	

	Greeting Guests

	
	
	
	
	

	Dealing with Guest 
Enquiries.
	
	
	
	
	

	Knowledge of locality & local attractions.

	
	
	
	
	

	Negotiating Group Accommodation bookings 

	
	
	
	
	

	Other (if any)


	
	
	
	
	

	Comments re Reservations/Reception skills




	( d ) Maintenance/

Property upgrades
	Very Good
	Good
	Need Training
	Can not do
	Unwilling to do

	Changing Light bulbs

	
	
	
	
	

	Tightening drawer
Handles.


	
	
	
	
	

	Tuning Television sets.


	
	
	
	
	

	Comments re  Maintenance/ Property upgrades:



	(e) Overnight duties (usually 8.30 pm to 7.30 am- can sleep over. Usually 0-3 enquiries up to 11 pm) May be occasionally required to assist when overnight persons on Holiday. Unlikely to be essential job requirement.
(i) How many overnights per annum would you be willing to do (eg when overnight person on holiday)? (Range 1 – 5 nights per annum):
(ii) Would you accept $30-00 per overnight?


	(f) Academic or other qualifications

	Institution

	Level or Course
	Subject
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	(g) Personal attributes

	(i) Reliability re arriving at Work in time: Your comments



	(ii) Reliability in completion of tasks on time: Your comments


	(iii) Honesty: Have you ever been dismissed for alleged dishonesty?



	(iv) Tolerance and understanding re guest complaints: Your comments.


	(v)Tolerance and understanding re staff: Your comments.


	(vi)  Your other comments re your personal attributes.



Availability:  If offered this job, I could start after appointment to position, within __________ working days.

Attach any copies of references. Please return to Hobson Motor Inn by either  (i) delivery to 327 Hobsonville Road, Hobsonville. (ii) Fax to 416 9299. (iii) e mail to hobsonmi@ihug.co.nz
(Below for completion at any Subsequent Interview) 
Originals references sighted: Interviewer signature:
Please sign to say that the information you have provided is true and correct.





Signature __________________________         Date ____________


(insert name where e mailed)
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