
Position Opening: Guest Service Agent at The Heliotrope Hotel 
  

Are you interested in creating connections and engaging authentically with guests from around the world? 
Would you like to learn and develop a career in hospitality?  Do you prefer a work culture that that values 
both collaboration and autonomy, good communication, and mutual respect?  

The Heliotrope Hotel is now hiring both full and part time Guest Service Agents. The Heliotrope emerges 
from a passion for Bellingham and the Pacific Northwest. Please peruse our website and read more here.  

Job Description 
The Guest Service Agent (GSA)  is a guest’s primary contact during their stay at The Heliotrope, providing 
consistently helpful and positive interactions. GSAs are responsible for delivering the highest quality of 
customer service, ensuring our standards are met at all times. GSAs work with our reservation system, greet 
and respond to guests, are prepared and willing to complete multiple diverse tasks to ensure successful 
hotel operations, and provide ample local knowledge to help guests engage with all Whatcom County has to 
offer.  

 
Job Duties and Responsibilities 

● Greets guests and responds to questions 
● Handles confidential information, including guest records, with a high degree of integrity 
● Promptly and effectively deals with guest requests and complaints 
● Answers and routes calls as appropriate; takes guest messages with accuracy 
● Interface with our computer-based Property Management System  
● Answers inquiries pertaining to hotel services, registration, travel directions; knowledgeably shares 

information related to area offerings, including dining, trails, events, venues, excursions, etc… 
● Provide information about hotel policies, services and amenities 
● Maintains accurate records, adding pertinent guest information / questions in the appropriate log. 
● Ensures common areas, including lobby (The Hub) and outdoor spaces are well-maintained, 

including light grounds’ maintenance (sweeping, litter pick up, fire building, weeding) 
● Monitors guest behavior, and provides corrective responses as needed 
● Assistance with housekeeping as needed  

 
Qualifications 

● Previous hospitality and guest service experience strongly preferred 
● Ability and interest in authentic engagement, good rapport with others, warm and welcoming 
● Detail-oriented multi-tasker with interest and ability to perform and juggle a variety of tasks  
● Competent computer skills  
● Desire to be part of an innovative lodging startup 
● Ability to lift 50 pounds and engage in light grounds’ maintenance 
● Excellent work habits: responsible, dependable, trustworthy, honest, punctual 
● Both a collaborative team player and self-motivated initiator  
● Confidence in working as the sole on-site Heliotrope representative 
● Ability to accommodate a flexible work schedule 

 
To Apply: Please submit a cover letter, resume, and contact information for at least two references to Tim 
Green at management@heliotropehotel.com / 360-220-7193 

mailto:management@heliotropehotel.com
https://www.heliotropehotel.com/blog/2017/3/21/the-heliotrope-a-project-of-passion-community


 

The Heliotrope Hotel is an equal opportunity employer 


