
 
Job Description  
Assistant to GM 

 
Job Title:  Assistant to GM 
Position Status: Executive, year round 
Reports To:  General Manager 
Department:   Admin 
Grade:   11 
 

  
Principle Duties: 
The Assistant to GM will work at the direction of the GM to perform a variety of tasks developed to 
optimize the operational efficiency of Land’s End. Functions will fall into four broad categories: 1) 
Actual performance of specific tasks 2) Analyzing the work of others,  3) Supporting the work of others; 
and 4) Directly monitoring and reporting to GM the results of others. Certain functions, such as 
contract management analysis; in house advertising; annual budget preparation support will be 
delegated to this position periodically.   
 
This position will work closely with the GM to ensure the GM’s objectives are being met timely and 
accurately. This position will not direct the Managers, but will provide operational support to 
Managers including but not limited to assistance with the implementation of GM objectives, 
interpretation of policy directives, and facilitating reporting activities.   
 

 Track and manage Work Orders.  Maintain organized system to easily establish outstanding 
orders. 

 Assist with creating and maintaining Departmental Operational Manuals. 

 Taking minutes and maintaining written records of Internal Customer Service Meetings and 
distributing to GM including highlighted items requiring action.   

 Set up meeting space for internal meetings. 

 Consolidate donation requests, manage correspondence and follow through. 

 Assist GM with Alsco invoice tracking, correction and verification. 

 Assist GM with preparation of weekly labor budgets for each department. 

 Assist GM with stocking of vending machines and notifications of ordering needs. 

 Assist with the coordination of property promotions or events, such as an Employee Retreat or 
Land’s End Christmas party, Business Conference, Wedding Expo, Murder Mystery, etc. 

 Ensure publications/periodicals are displayed per GMs instructions. 

 Assist GM (and Human Resources) with annual performance review schedule. 



 Create restaurant comment card copies for distribution and collect completed comments 
weekly to make packets. 

 Take messages for GM. 

 Assist GM with Correspondence. 

 Perform other projects or assignments as assigned. 
 
Other Functions: 

1. Maintain excellent working relationship with GM. 
2. Provide a professional image at all times through appearance, dress and actions. 
3. Perform other duties as necessary and/or assigned. 
4. Ability to interface well with Department Managers, and maintain constructive working 

relationship. 
 
Required Knowledge, Skills, and Abilities: 

1. Effective written and oral communication skills 
2. Excellent Microsoft Office computer program skills including but not limited to Word, Excel, 

Outlook. 
3. Ability to quickly become familiar with Roomkey, our hospitality point of sale software. 
4. Ability to be very organized and detail oriented. 

 
Qualifications: 

1. Must be able to handle duties assigned by the GM with confidentiality, and ensure that the GM 
is apprised of direct or ancillary findings as if the GM were handling the tasks or duties directly.   

2. Flexible with adaptability to changing priorities and directives. 
3. Friendly, helpful demeanor 

 
 
Hours / Schedule:    To be determined….   
 
 
_______________________________   Date:_______________ 
 
 
_______________________________   Date:_______________ 
GM 
  


