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Title: Executive Assistant Manager
HRAT A2 K - AT BRI
Department: Executive Office
EANE ITBUNAE
Hierarchy: Reporting to General Manager
£ 2T CARgs B2 B
Direct Subordinates: Executive Committee Level 2 members and Department Heads
BT - 2PAT R A A &A1 1 5
Indirect Subordinates: All Hotel Employees
)% N ) - FrAE ) 511
Category: Excom L1
F: 1PATBER R L

Basic Function / F AR g
The Executive Assistant Manager helps in ensuring that all aspects of the hotel are operated to the Operational
Standards and financial guidelines in all departments over which he/she has responsibility and authority.

A7 BRI AT DT AEAAL R A Bl DR 2538 T AR 32 78 A B W S5 4R b AT 1B 1

He/she is deputising for the General Manager in his/her absence and is responsible for the day to day business. In
this role he/she does not take strategic decisions (mid- and long term) with commitment for the operation without
prior consulting the General Manager.

TR PATERS, ATEELECR AR BB A SHN S HWIZE . e, 17BEIEAT IR F S L
B IS E R R CFRIARITD o A& .

In performing these duties he/she shall at all times maintain good relations with his/her supervisor, the Department
Heads as well as with the local authorities and other key persons.

NT AT, ATEEE NN 2] A 0 g AT AT 15 R R e R R AERE RN
PRI &

The job description of the department over which he/she has the responsibility and authority (e.g. Rooms Division /
Food & Beverage) is to be considered and therefore also an integral part.

AT BRI RN A TUE MBURE BEIART] Can b5 55 BRI R ) BRI ST, IR AR TR S A
R o

Scope / BRAETEFH -

The EAM must be thoroughly familiar with all XYZ Hotels & Resorts Operational Standards relevant to his/her
area of responsibility as well as the local/domestic policies and procedures and ensure they are followed in every
respect. He/she assists the Department Heads under his/her control in the accomplishment of their objectives.
He/she also must accomplish obligations and goals as outlined below.

AT BRI 2T e A B AR I DR AE 251 T3 T TR M5 2EL i 97 B DXl O 1) AR I o 9 7 B4R 1413 '8 A v
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Obijectives / HF5:
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Hotel Strategy Management — To support the overall strategic management of the hotel by establishing
effective working relationships with senior colleagues: in particular, Executive Committee members and
hotel directors.

BB RSB - B SRS, R SATEEE 12 ORI R &3 e e S A R ARG

?%ih@ﬁiwﬁﬁgﬂ
Fully contributes to the design of the hotel’s business strategy
4 B0 2 510 )5 R g 5T JE

* Actively participates in the key management issues in the property (refurbishment, training, customer
service)

MRS 5105 B2 OUER &, 5. PR

» Actively supports the Revenue Manager by ensuring that Front Desk and F & B staff are fully trained
and committed to upselling
SRR S BRI AR, B iRl & KB R TR RIS T 1N e &

» Actively support the Revenue Manager in the generation of revenue by ensuring the highest possible
level of collaboration in Conference & Bangueting organization to maximize yield and profit.
FEQBGEWATT I, LA OR 23 I & B AL 1) v B2 5 DAt R A 7= BRI SR SRR i 2 4
) TAE.

Operational Profit Margins - To achieve the planned operational profit margins in both Food &

Beverage and Rooms

zgﬂﬁéﬁ TEBAR N5 55 77 S B THRI Iz 5 A 2 1A
Ensures that costs are controlled in a detailed and structural manner
BORCAEAARY, SRt i 07 s 12 AR ;

» Ensures that all labour costs are flexed according to levels of demand / activity / season and that
opportunities for a better balance between quality and cost through clustering or outsourcing or both
are explored fully
FRAE 5 SKRBONNEENIZET, WIRITAE N TRA R RG22 . JFiEd R & s s R IR X
P IR E R 78 40 A AT DA 5 R R AR 2 1845 3 T U TP ML 2

» Jointly develops and maintains the closest possible understanding of revenue (in rate, volume or
Banqueting) from the Revenue Manager to ensure the greatest level of alignment between revenue and
cost.

S S IR R IFLER IS (kg BEEE 2D KR ERME, DA ORIS i 5 A 2 TH]
R — B

Management Team Development - To manage all the direct reports (e.g. Chef, F & B Outlet
Managers, Housekeeper, Front Desk Manager, Banqueting Manager, Chief Engineer, Chief
Security, IT Manager etc.) in a professional and motivating fashion.
B BARR B — LAV S 77 sUE BT B MR (e E . RIS TS, 1T
BER. ieaHE, BofM, TROK. R, FEEREHE) .
»  Sets objectives for each direct report
B AL EEE T R WAL H A5
» Reviews performance on a regular and consistent basis
S8 HRFSE 1) IRl i 4 TAER I
»  Offers coaching and guidance when appropriate
FEA T R I i S Bl 3 AN 3
» Deals effectively with instances of poor performance
A BRI PR AN R SE 1
» Identifies development needs and future career paths

B 5 I it SR S AR I BR L IE 15
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Employee Management, Training, Productivity & Allocation - To ensure the employees within
Operations are well managed with clear objectives and well trained and that they are deployed in the
most productive way.
RTEH, B, £/~ & BEE - MRl y 5 T ARk %52 R R IR IR L
B TS E R TAT. [FR, DR E A S 77 G0 & R 1.
e Sets clear tasks for each employees
AR O3 LA S T ) AR AR 55
» Allocates employees to tasks in the most flexible and productive fashion (with HRD)
LR WE HEA BT E A T (5ARESE—E
» Investigates opportunities for outsourcing
WHHMIAL 2
» Ensures a fully trained team of departmental trainers is in place (with HRD)
BORESLAS T RE VT IR, A BB B Ca e E Il (5 A s —#)
» Ensures all employees are fully trained in job skills and customer service (with HRD)
BORPTA 04 AL TARSREAN P IR S5 5 T 2 AW (5 A RELS R —E)
» Ensures effective standards of two-way communication exists for all employees

FAORLEFTAT 53 LI A7 LA R XA A 3B b o

Quiality, Service Levels & Brand Standards - To ensure the highest standards of quality in all aspects of
the hotel operation, guaranteeing that brand values and standards are never compromised
&, REKF & mfEbatE — BiO0NEZE & J7 MK & EARE, PRUETE S S s A 2
ZEHE
» Ensures highest possible levels of customer service across the operation
i ORiIE B IR Hh AR T IR 25 P IR 55 K
» Actively follows up on Guest Service Tracking System (GSTS) and similar reports instituting
corrective actions in a fast and effective manner
R ERER R IR SSIBEE RS, R AU R S, PRI R 5 R 24T 3):
« Actively investigates what further reforms to the operation may be necessary to raise standards
FEIZE T, X T WL B RN F e 0 1 B T v 2 A6 A HEAT AR 3 B0 B R )T«
» Ensures that brand standards / use of logo are never compromised

W35 i AR HE R IR A

Food & Beverage Operations - To oversee the running of all Food & Beverage operations ensuring that
all department service standards are met consistently
BIRIEE - WEBNMEESE, WIREH TS PrfEas 24—,
» Guarantees all aspects of food & service quality in all the outlets
PRUEB S BRI AR 95 S & it o 5
» Oversees the management of all outlets, the kitchen(s) and Banqueting ensuring that standards,
efficiencies and quality are actively promoted and delivered
WE RS, HEMESRAE R, ORI L I F SE L& 7 PR e . BRI E
» Ensures the most cost-effective F & B purchasing / menu engineering to meet cost/revenue priorities
iy D e DG 2L PR B TR U 10 R A 5 P A IS 2 O
» To investigate and implement new F& B concepts with the full involvement of the GM & Corporate
Personnel
TERAH BTN A4S SHEOL T, TESEAT 3 R 2
» To ensure the most cost-effective promotion of all aspects of the F & B operation in conjunction with
the Cost Controller and Director of Finance
ERAZ MM S S EE, SR EI0E E & 07 AT BB B R I HE
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Rooms Division Operations - To oversee the running of all Rooms Division operations ensuring that all
departmental service standards are met consistently
E%WLE WEBANESERIZE, TR ETIRIRS PR 2 —.
To ensure that the Front Desk operation, including telephone and all uniformed services, works to the
highest standards for customer satisfaction and cost-effectiveness
iR R B RIS, WG SALE TR, DLIRIG R N B A e A R
» To ensure that all Front Desk systems are fully and effectively utilised and that regular, ongoing
training is organized.
MR A TR RE T G /G, Fe AT KRR
» To ensure that the housekeeping function (whether outsourced or not) is run to the highest professional
quality standards at the lowest level of cost

R Dl (ANVERENIML) DURARRIRRAS, S iRl i B bn v JE AT LR RE

Engineering Operations - To oversee the running of an Engineering operation ensuring that all

departmental service/legal/safety standards are met consistently

IELE W TARIEE, IR BT IR NE AR HE 2 A hR LR 25—

To ensure that the Engineering team works within all legal and organisational standards and that
technical efficiency is maintained at an optimum level
B R AEA AR BRI A R H S AT IR BE, TP R BB 4 FF R f /K P

* With the Chief Engineer and, most importantly, the General Manager, ensure that the highest possible
attention is paid to the safety and security of all guests and staff through detailed reviews and checks
on all procedures, equipment etc.

HITRAW, fealk e ItFE/E, BN B eI s 2 S A R . &SR A
ﬁmi%ﬁéﬁ%%ﬁﬁ%aM%E,

» Challenges existing levels of POMEC expenditure with the Chief Engineer ensuring that energy,
payroll and other costs are at the lowest possible level consistent with safety and quality standards
HIREARE &k (UBO WA TSI, fERa 2N ERER TR T, #ikae
JE LHAH B AR YE R — D IR ARKF

» Ensures effective planning of maintenance works to guarantee standard of product quality
W ORAT RO RGeS OrFR TAE,  DLORIIES™ dh BT bR

» Ensures preventive maintenance is being carried out in a timely manner

i R S IS ST 0 1k 44 R s A

Purchasing - To ensure that all supplies are ordered and delivered against clearly defined specifications

and within or better than agreed budget limits

%m W IRAE TR BRI N (IS T IREA L), PR H I 8 (R AURS HEAT M) 5% R 0 S 52 A o
Defines, and gains agreement for, product and price specifications for all supplies and operating
equipment
5 SCIFERAT P 1) B2 FS B V2% 1R 7 i RS R A 1 A

* Manages, with the Finance Manager, effective commercial negotiations with suppliers ensuring that
the right balance between cost, quality and reliability is maintained.
550 5% 22 BRIL[R) A S 3 HEAT AT RO R 95 R A, B ORAE A . B A Al Stk 2 AV 4 b 1
1l

» To ensure (with the Director of Finance) that inventory levels are maintained at the lowest possible
level

50 55 A M3 [V B OR P A7 A 35 A SR AR KT

4
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.002

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 50F5

Pre-requisites / Z3K:

e Complies with all XYZ Hotels & Resorts company policies
TR A A . o 5 A P R AT

e Complies with all the systems and procedures as laid down by the GM and XYZ
Y T S A AN B 2 R RATR S

e The management reserves the right to change/extend this statement if necessary at any point of
time during her/his employment
FEJERHIAI A, AN SR b2, 8 2 OR B I I 0 SRR R B3 A 2880 HH AR SR R AR 5

e The holder of this statement can be asked to undertake other tasks in addition to the ones stated,
in a reasonable framework.

FEABHEZEN, S AR DT N AT DAEESR AR L B R P2 AE AR IR 5T A A A AT

Date
H 39

Reviewed By
EE YN

Approved By
CE N

I understand and agree to the above Job Description and that as a Policy of XYZ Hotels and

Resorts, it is the responsibility of all Employees, to be both willing to teach, in order to help colleagues reach their
full potential and willing and accepting to learn, in order to progress and improve personal abilities, resulting in
maximum guest satisfaction.

O T ARIENAT P L R ALER 57 LR R BRI R A5 22—, B, AEORIR R AL, JRATTA R 50K i dn
ST S, BMHAKEA BT, REEZINSE7], AWEE N AREN, R N KK
B A 4 H bR,

Employee Signature Date
R TEF H #
5
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