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SFO Concierge Job Description 

 

General Position Summary 

Provide quality concierge services for guests using SFO parking facilities. The Concierge pro-actively anticipates the needs of the 

guests so a solution can be offered before being requested, personalizing the delivery of the service to which include shuttle services to 

and from guests’ vehicles and shuttle stops, luggage handling, parking facility and airport general information, and any other point of 

contact service that arise based on guests needs or situations. 

Essential Functions/Major Responsibilities 

1. Provide the customer with an experience that will always be remembered and with the highest level of responsiveness. 

2. Provide personal services of the highest level that may include, but not limited, to directions, general airport information, direct to 

proper department if question is service outside of work scope 

3. Project an approachable and professional image in personal appearance, manner, and demeanor. 

4. Ability to safely operate passenger shuttle vehicles   

5. Maintain a work environment of cleanliness and organization. 

6. Assure prompt and positive action on all guest complaints, questions, concerns and suggestions. 

7. Serve as information liaison to other departments.  Follow up with client to assure successful completion. 

8. Maintain consistent presence at work station. 

9. When so directed, execute valet or traffic control services. 

10. Use professional radio etiquette in handling quest requests, communicating with colleagues, and communicating with other 

departments  

11. Be knowledgeable of local conditions that may have an impact on the guests’ airport experience, i.e. weather conditions, flight 

delays, and any other pertinent information 

12. Ensure that proper data/reporting is collected to identify guest trends.  This might change from time to time or for specific dates. 

13. Maintain proper logs and follow all SOPs as it relates to equipment i.e., golf carts, radios, supplies etc… 

14. Be observant of any security and maintenance issues and report them via the proper format 

Job Scope 

Recurring work situations with occasional variations from the normal job involves a moderate degree of complexity. Operates from 

established and well-known procedures typically, but may have to use a high degree of creativity in meeting the individual needs of 

guests. Operates independently with minimal supervision.  

Interpersonal Contacts 

This position requires a high ability to interact with guests in varying situations and adapt to those varying situations to ensure that a 

high level of guest service and interaction is consistently executed. 
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Concierge Job Description (Cont’d.) 

Specific Job Skills 

 Must demonstrate a positive attitude and professional demeanor, serving as an ambassador for the company, and encouraging 

other employees to do the same. 

 Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal 

with problems involving several concrete variables in standardized situations. 

 Ability to read and interpret documents such as operating and procedural manuals. 

 Ability to perform basic math skills such as addition, subtraction, multiplication and division. 

 Requires strong communication, organizational, decision-making and interpersonal skills. 

 Ability to be detail-oriented while maintaining thorough follow-through. 

 Ability to multi-task and to work well under pressure. 

  Requires professional demeanor with ability to use independent judgment to handle any customer services matters in satisfactory 

manner. 

 Proficiency with electronic resources such as Internet search, Outlook and Word. 

 Possess a valid state issued driver’s license with a clean driving record, a clean criminal record, and the ability to proficiently 

operate a standard transmission vehicle. 

 Ability to stand, walk, sit, talk, and use phone. Ability to lift up to 50 pounds. Requires the use of close and distance vision. 

Education and/or Experience 

Prefer two years prior hospitality and parking industry experience. Some higher education or vocational training specializing in the 

hospitality industry desired.  Good geographic knowledge of the surrounding area. 

Job Conditions 

Have flexibility to work different shifts. Frequent interruptions may occur. Maintain a clean cut and professional appearance, and always 

be in authorized uniform.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 


