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Title: Executive Secretary
HRAL 1T
Department: Executive Office
i ITBUNAE
Hierarchy: Reporting to General Manager
A & MEH

Direct Subordinates: Management Driver
HETE AL

Indirect Subordinates: N/A

FEENE AT

Category: L4

)

Scope / BR A8 VE B :

To Perform administrative and office support activities for multiple supervisors. Duties include
fielding telephone calls, receiving and directing visitors, word processing, filing, and faxing.
Extensive software skills are required, as well as Internet research abilities and strong
communication skills.

NAE ERIRMATE LSS Sy, EEERTESE. Ehrdil, B N5ISU%, T
H, O RSO AR . B BN R, MZ8 IR B8 /) DL R IR B B e -
To assist the GM and his Assistants on all related tasks by relieving the management of
administrative details and coordinating the work flow.

AL OAT B ) B AR AR R ol U 00 e B B R e ol A% T A

Responsibilities and Obligations / Bl %t & X 4% :

Performs administrative and office support activities for Executive Office.

NATBU MR BEAT B L R S 85 FE

Assists with translations of all documents and functions as interpreter when called upon to do so.
P BOER A SO, LR TR EI AT TR R AR

Operates personal computer to compose and edit correspondence and/or from knowledge of
established department/division policies; may prepare, transcribe, compose, type, edit and
distribute agendas and/or meeting minutes.

RIS IA BT TBOR AR T/, P NN IR E 1T, s, o, #®
5, N, e, kK ARERM A

Checks deadlines on incoming requests and puts preliminary work in play

W AR HIE UL H I, IR e YR e TAE.

Handles all telephone calls, screening and prioritizing calls as necessary

AEFRFTA FLUEOR FE, DA LI ) L TE HEAT O IR IR S T

Handles all inquiries within capacity
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FERE 7TV A X i 5 ) A0 L AR o

Provides back-up materials for callbacks

DO HLIE [l B ER A A T Bk

Reviews all incoming mail and screens it before forwarding to the respective department
o A A I B R 28 L AR DS ] I ot L gk AT i a2k
Maintains calendar

S H AR

Arranges meeting facilities

s SN e

Prepares minutes

i SN

Assures discreet handling of all business

B R IETE AL B A T AE

Receives and directs visitors and resolving and/or referring a range of administrative problems
and inquiries

BApItnl U5, ABEAN/EEEAE — RANATEUR B E ) .
Screens to control interruptions

Xof L TR BEAT 0 8 DAFZS ] 0 A3

Provides back-up data as needed

MR 5 PR Bt 1y HdE .

Arranges amenities as needed

AR 5 2 22 A R 2 i

Leads visits ‘away’ from area and department heads to protect priority/private tasks
G U 2R B R E X LSBT 5T N, MRS58 R FA B AT 55
Arrange travel and external business trips
ZHFHAT A S ZE .

Prepare itinerary, trip file and supplies

HERS HZEATRE, 2SO A KA R B3

Complete expense reports after trip

56 B H 22 Ja AR O Bl AR A

Maintains a database contact from different department heads
AP I BERTOR B AN FR TR R N BB

Improve/tighten storage/retrieval systems

Sl MR A7 R R RS

Update and manage index

I E RG]

Ensures all correspondence is filed in methodical systematic basis
TR 2% B H R G i) AR BT AT

Updates secretarial/clerical desk manual
SRS AT AT W

Updates mail/phone directories

SE BT IR AR /WL H 5%

Requisitions supplies, printing, maintenance, and other services

2
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.004

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 30F4

PR RIG S, 4TEL, 4E9P DAL EIRSS .

Checks P.O. regularly

7€ IR 5 AR

Handles administrative details of all projects

ALFR T 35 H AH SR BAT B

Seeks greater role in projects within administrative and other areas of competence
FESANTE vp BT 47 1) R AT B A S L e & T T IR e

Performs related miscellaneous job-related duties

e b AR 5 A B AN 5 T Y AT

Security, Safety and Health / {£f&, %24 R f@gE:

Maintains high confidentiality in regards to guest privacy.

KT NEAL, PRIF AL

Reports any suspicious behaviour of guests and staff to the General Manager and Security.

W e N TA AT 5EAT e, S ) e 2 38 R 22 AR T] S i .

Notifies housekeeper regarding lost and found objects.

B EEAT B R S R0 5 R

Ensures that all potential and real hazards are reported appropriately immediately.

X I R IS AT 75 A A P £ B SE R B 6

Fully understands the hotel’s fire, emergency, and bomb procedures.

ARG KK, B TR O SR E BRI 2R

Follows emergency procedures to provide for the security and safety of guests and employees.
LA N AR LA DR A B3 R 22 4

Works in a safe manner that does not harm or injure self or others.

LASCH) 224 )7 R0, ekt & E & KdtbN

Anticipates possible and probable hazards and conditions and notifies the Manager.

WU AT BERY SR AN B0, JF ML rn 2 3

Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.

RFFRAEM N N L, BH, SOFGR, BiRiES TN,

Competencies / B 71 EK

Good communication/telephone skills.

B B V) e P TR 4R T B e

Good command of English, verbal and excellent writing skills.

RIS TG K T TH g

Good knowledge of Microsoft Office i.e. Excel, Word, Outlook, Internet as well as Adobe

creative software (Photoshop, Illustrator, Acrobat and Design Studio)

RUF I I A A B EH RE, Tiexcel, word, outlook, Internet LA H'& Adobe ) & 4 14
(Photoshop, Illustrator, Acrobat and Design Studio)

Interrelations / EAHEER:
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Contact with all the departments and staff, suppliers, travel agent, project Management Company and
further site contractors.

SRrAET, R, PONR, ARATH, WHEEAE DI A B R .

Work Conditions / TAEZA+:
Regular hours with extra times occasionally

I AR A, AR R RAT I .

Date
H 35

Reviewed By
A

Approved By
CE N

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

Hotels & 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.

ZUN ORI AR BL B RIALER BT, IR AR AL ER SRR J9 iR /R & IR S
FITE s SR T BERPOR T IR 2 2 A R LR ST . B 5 BhaRA 1 IRl S R $E AT T B £ i
KHJERE: KT IR IR R IFIRT I N RE . I iR B bR R i K2 N R

Employee Signature Date
AL H 3
4

The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



