
Department Setup During Pre-Opening of New
Hotel: A Comprehensive Guide
The pre-opening phase of a new hotel is a critical time for setting up the
various departments that will ensure the smooth operation of the property.
This guide will provide a comprehensive overview of the key steps involved
in department setup, from planning and staffing to training and SOP
development.

Step 1: Planning and Staffing

1.1 Define Department Structure

Start by defining the organizational structure of the hotel, including the
different departments and their reporting relationships. Consider the size
and complexity of the property, as well as the specific services and
amenities that will be offered.
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1.2 Develop Job Descriptions

Create detailed job descriptions for each position within the different
departments. These descriptions should outline the key responsibilities,
qualifications, and experience required for each role.

1.3 Recruit and Hire Staff

Based on the job descriptions, recruit and hire a talented and experienced
team of employees. Consider using a combination of internal and external
recruitment channels to attract the best candidates.
Step 2: Training and Development

2.1 Onboarding and Orientation

Provide new hires with a comprehensive onboarding and orientation
program that covers the hotel's policies, procedures, and culture. This will
help them to quickly integrate into the team and understand their roles.

2.2 Department-Specific Training

Conduct department-specific training programs to ensure that staff
members have the necessary skills and knowledge to perform their duties
effectively. This may include technical training, soft skills training, and
customer service training.

2.3 Cross-Training and Development

Consider implementing cross-training programs to provide staff members
with a broader understanding of the hotel's operations. This will increase
their flexibility and enable them to cover for colleagues during peak periods
or absences.

Step 3: SOP Development



3.1 Establish Standard Operating Procedures (SOPs)

Develop clear and detailed SOPs for each department. These SOPs should
outline the step-by-step processes for carrying out various tasks and
activities, ensuring consistency and efficiency in operations.

3.2 Communicate and Implement SOPs

Communicate the SOPs to all relevant staff members and ensure that they
understand and follow them. Provide regular training and updates to keep
the SOPs current and effective.

3.3 Monitor and Evaluate SOPs

Monitor the effectiveness of the SOPs and make adjustments as needed.
Regularly review and update the SOPs to reflect changes in processes or
best practices.

Step 4: Continuous Improvement

4.1 Gather Feedback and Identify Areas for Improvement

Regularly gather feedback from staff members, guests, and other
stakeholders to identify areas for improvement in department operations.
This feedback can be used to make targeted changes and enhance the
guest experience.

4.2 Implement Improvement Initiatives

Based on the feedback received, implement improvement initiatives to
address identified areas of concern. This may involve revising SOPs,
providing additional training, or investing in new equipment or technology.

4.3 Measure and Track Progress



Measure and track the progress of improvement initiatives to assess their
effectiveness. This will help to ensure that the changes made are having a
positive impact on department operations and the guest experience.

Effective department setup during the pre-opening of a new hotel is crucial
for ensuring a smooth and successful launch. By following a structured
approach that encompasses planning, staffing, training, SOP development,
and continuous improvement, hotel operators can establish a solid
foundation for their operations and lay the groundwork for a positive guest
experience.
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