
 

 

 

Part-time House Manager – Godwick Hall 

The House Manager is responsible for management of the accommodation 

which comprises 7 bedrooms and 3 shepherd’s huts.  The accommodation is let 

principally to wedding couples and their families and friends on either a bed & 

breakfast or self-catering basis.  Self-catering whole house lets are also taken.  

The role includes managing the accommodation diary, meeting guests for both 

check in and check out, ensuring that all practical arrangements are in place 

including managing laundry supplies, cleaning provision and preparation of the 

accommodation in conjunction with the Housekeepers.    

Godwick Hall is also available for small house weddings for up to 30 guests and 

this role will also manage these events from the initial viewings, through 

planning and event management on the day itself. 

Evening and weekend working will be a feature of this role so flexibility is an 

essential requirement. 

Your job would normally include 

 Carry out a final check of the premises before check in ensuring that all 

rooms are prepared to our high standards before occupation 

 Check in guests on arrival, times may vary. Explain the house to guests 

during check in, covering any essential information and emergency 

contact info.    

 Checking out guests on departure, including assessing whether any 

damage/loss has occurred during the stay and reporting this to the 

property owner.   

 Respond to accommodation enquiries received through Air BnB, Kate & 

Toms, Agency or as direct bookings. 

 Maintaining the accommodation spread sheet, ensuring accommodation 

is blocked on booking and the information kept up to date for others to 

reference as required for wedding bookings etc.   

 Releasing availability on Air BnB and with Kate & Tom’s if accommodation 

is not required for wedding couples, to ensure maximum availability for 

other bookings.    



 Organising cleaning between lets with Godwick cleaners and act as main 

point of contact for cleaners   

 Organise cleaning of huts with Godwick cleaner 

 Oversee laundry stock ensuring sufficient available for changeovers, 

liaising with laundry company as necessary regarding variations to usual 

routine   

 Oversee stock of cleaning materials and consumables, ordering more 

through property owner as required 

 Monitor wear & tear of the property and suggest any required remedial 

works/improvements to the owners.   

 Conducting viewings of Godwick Hall for event enquiries 

 Planning of weddings/events at Godwick Hall  

 Being the main point of contact for the clients and all suppliers on the day 

and representative of the venue management 

 Supervising all relevant suppliers for Hall events such as bar, caterers etc. 

 Ensuring that health, safety, insurance and licensing regulations are 

followed, including carrying out regular fire checks and completing fire 

record 

 Any other reasonable duties as requested 

Hours and Pay 

Hours would be in the range of 15 per week, worked on an annualised hours 

contract over the course of the year.  This may mean that some weeks you 

would work more hours and others fewer; however you would be paid the same 

salary each month throughout the year.  The number of hours will be kept under 

review to ensure they are within your contracted total hours.  The hourly rate 

will be in the region of £12 per hour.   

Application requirements 

Previous experience in managing accommodation and events management 

would be helpful.  The successful candidate will have a keen eye for detail and 

ensure that standards of cleaning and interior décor are maintained at all times.  

Most important will be flexibility, a can-do attitude, politeness, great customer 

facing skills and calmness under pressure.   

Godwick is in a rural location so you must have a driving licence and access to 

reliable transport.  A first aid qualification would be an advantage.  

Please apply in writing with your CV and a covering letter to 

info@godwickhall.co.uk 
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