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Title: Director of Human Resources
HRAL NI

Department: Human Resources

EINE N3RS

Hierarchy: General Manager

RN puSZBLi

Subordinates: All Human Resources Employees
TR T NI A R T
Category: Ex 2

] ITBURZE 2524
Scope / EREBYE F ;

To ensure effective implementation of all Human Resources Systems, Policies & Procedures
following local legislation, whilst maintaining Hotel’s Standards in Human Resources Management.
RN N ISR RS, BURTEFAE S 55 B AR S8 A7 R0t LA SIS N D 3258 BEAR
AT 2 R AP 4E+F .

To establish an effective recruitment procedure to obtain the best talents in the market place at
competitive, but responsible remuneration packages.

LA RRISAE,  MEAE N T i i@l A 5 4 I B Iy RIS s .

To implement an effective and efficient day to day training, communication, administration and
reporting , to and between the hotel’s departments and individuals, resulting in a highly motivated,
flexible and multi skilled workforce.

TR AT B3 T W) S e R A RO R R, Y, ATBUE RS R R, B IR A
ErRHZAZ AT,

To providing the hotel’s management with tools for future manpower, resource and payroll planning
and control.

DO B G BN 7 B DU S I ) B ) SR AT R TR

Responsibilities and Obligations / #4E & X %

To co-ordinate an effective and efficient Payroll / Management / Resource allocation through
establishing a flexible work force throughout the Division, based on the principles of Multi Skilling
and Multi Tasking.

FE— NZROENT (B2 , RIEEHI R TEE,  UE G R A )
T/ N D B U

To establish a competitive salary scale according to the current industrial / market situation and for
years to come, ensuring a balanced payroll throughout the organization.

PRAE A LUSCRAFEAT T 4716, @S EATES IR HESE,  DURIE S AW A —4
SOFLIINE A

To continuously question the ideal mix of Full Time, Part Time, Contract and Outsourced employees
in each Department and review possible actions with the Executive Committee.

b o i 2 0 D ] D= o 1 I DO N A O 6 B o IR 7S B i Y- S SN E RS K 1 E N A T
LRI AT I INE
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To coordinate the hotel’s perpetual 5 year zero based Manpower and Payroll Planning, focusing on
the improvement of productivity levels at all times.

PRI E S LA S TR, A 2 B AR BRI T

To establish and maintain an objective Appraisal system, whereby Promotions, annual Increments,
Bonuses and Incentives are directly related to performance.

LI AR — DBV RS, SRS THIR, SRR, e 5 EREEN.
To prepare the Annual Human Resources Business Plan and establish SMART (Specific, Measurable,
Achievable, Realistic and Timely) Objectives which identify areas of operation where productivity
requires enhancement.

MR N TR EIZ TR, ®SMART (BAffAE, wIfrEt:, nlkmolk, FHCHE, BFRR
YD 65, AZIRIR IR VR AR FR e A AR ) ) X

To ensure that the Department’s Operational Budget is strictly adhered to and that all costs are strictly
controlled.

B DR ™ s T8 ST FS T T A R I ™ M A5 ) A

ensure that each section of the Human Resources Division is managed efficiently, maximizing
utilization of Technology

BOR N DI BRI T RBOS A, TR0 IR 5 BB H e KA

To ensure that all Personnel Administration Practices are complete and in-keeping with legal
practices, Policies & Procedures and the philosophy of the Hotel.

B ORIPT e N SR AT BUEE VR, 10 BSOS S R 2 N A % L 5 B S it

To implement a flexible employee base, with the right mix of Full Time and Part Time employees.
To allocate employees over the Division based on established business levels for that day.

AL RN HIERCR L i TRCE, RS &30 1Mk 55 R 25 B0 R 51 L.

To support staff needs in other Divisions based on the hotel priorities and anticipated business levels.
FEI S 5 R LA & T R L S /2 I, 3 2 B2 RS B R 2

To be demanding and critical when it comes to departmental standards.

FEFB I IARAE A6 2 Or¥r ) b B A .

To ensure the smooth and efficient running of the Human Resources Department, ensuring that all the
Policies & Procedures outlined in the Operations Manual are strictly adhered to.

TR N I BRI AT RIS AT, W ORI S T v B8] BT 1 TS SR o 4 7 A% PR T

To ensure that all departments and employees adhere to all Company / Hotel Personnel / Training
Policies & Procedures and the contents of the Employee Handbook.

A DRI G % 58 T LA A 53 T 7™ A S 591 e N 0 B 0 15 I U SRR P A B 53 T 7 M v e 0 5
£,

To maintain complete and supported Human Resources records of the hotel as per Hotel Policies &
Procedures.

PR I BURAE 7 SO T ORI S8 BN BRI %

To review the Policies periodically and recommend necessary adjustments to the General Manager,
according to current industrial trends and requirements of the Labor Department.

S S AL FE B, JFARE 2 AT AT W E S AL ST S TR, )R A B B B BRI
BT

To be hands on and observe, review and improve Personnel and Training practices and procedures
throughout the hotel departments.

MEL, FALIF IR IS 55 TN DL R B IE B S ARy o
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To ensure that all Employee In-House Rules & Regulations are established, communicated, enforced
and reviewed annually.

B RS PN S R 2 1) S PR ST, YA, ST IFRMT R A

To represent the Human Resources Division on the hotel's Executive Committee.

RENN RIS HITEH %

To maintain a systematic recruitment and selection process, maintaining a database of internal and
external candidates for Hotel employment, whereby the primary focus is to provide development
opportunities and promotions from within the company, with external recruitment as back up.

YERF RS HTRIS DL RIR AR, il Sl B L N B S A i N A BE, R R R,
PEARAE NG HEEE O, AN E N 7T .

To establish an effective external recruitment procedure to obtain the best talents in the market place
at competitive, but responsible remuneration packages.

LA AN R, DMEAE A T 3 il A 55 5+ 1 3 7 R AE IS s A 75 1 2 T
To process all recruitment procedures and administration for successful candidates.

NFTA TR ek N, AP T ISR e S

To keep a complete record of potential candidates for future reference.

K AE RIE NN NA i %

To personally interview all Department Heads B and up, Confidential Secretaries and Sales &
Marketing candidates.

ok HIE T A B A UL BRI TN, HLERR DAL i b 8 A ER ik A

To ensure that employee facilities are maintained to Hotel’s standards of operation.

A DRAR I 0 5 3 AR AE 49 5% T

To ensure that a strong Employee Communication program is implemented both on a Hotel level as
well as Departmental levels, that maximizes employee’s awareness of Hotel’s Objectives, Philosophy
and Operating Concepts.

%ﬁﬁ%ﬂ%%U&@ﬁW%*mﬁﬁﬁmlm B7%, ik TR T /NS B H A5,
ZI= RIS S =SLiF

To oversee and administrate the Hotel’s Employee Welfare program.

WS L T AR AR R

To administrate and supervise the Hotel employee recognition programs as outlined in the Policies &
Procedures.

RAEEORIE I8, B RS 51 TN AT LA o

To coach, lead, stimulate and motivate the Employee Committee and its various sections (Employee
Welfare, Sports and Recreation, Social, Safety and Hygiene, etc), ensuring that this body contributes
to the organization.

B3, AL B, WUREE R TRAS, DRRARKSNES (RIHER, 123h iR,
MAZ, wA PSR, BRI TN S NAT R DTk -

To implement an effective Manpower Development System, which maximizes potential and satisfies
our present and future manpower needs.

AN KERFR, BRI RAT, P2 B RN HR K.
To ensure that an effective Departmental Training System is in place and with the Training Manager,
stimulate, motivate and lead the Departmental Trainer’s activities.

BRSO IR R, JFSRNE I — e, R IFi G 1 T35 I 52 58 B R
FIINVRAE .
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To assist the Training Manager with the training of Senior Management Personnel and specialized
training.

PR ENEE I BE, 58 A0 o e R A BN S BB UIERAR S 2 B I

To ensure that all Personnel and Training staff are well versed with the Personnel and Training
functions.

BOR BT BN 0 B0 A R IR 1 I e N\ g S B A iR IR RE

To ensure the production of modern and progressive training programs and materials that reinforce
Hotel’s approach Development and Training.

BRI ZUR L SR BRI T S ST RLER T A RES Kb 78 2 A T8 ) A JEE A 5 A

To ensure that trainees are provided with professional counsel and learning opportunities, which best
facilitate the learning process.

NS ERBELAHHE T L SIPL s, R POE A

To ensure that all external communication in the form of Recruitment Ads, External Hotel and
Human Resources Activities and Internal Communications through Employee Notice Boards,
collateral etc. portray a professional image in line with the Hotel’s and corporate Graphic Standards.
R TEY Y =N ST R ey P DN B i R T s W B S REAB G DN i U AR BT
BTV it 55 T 50 ) PR 35090 8 B AR 08 i S S B I R S 1 BB R

To research and propose competitive compensation / benefits / incentive package. To ensure that
employee compensation, benefits and incentives are attractive to employees when compared to those
offered by our competitors.

VI R WO B 5w 5 IR AR R 22 B S, SRS e e E AL, AR HI . 42
A R B fint 51 TR IR 5] /7.

To establish a professional network of Human Resources and Training Specialists from competitive
hotels and other Industries.

5HEWE &ILEAT BN I B8 S I LBV A SE B P 45

To ensure that the Hotel projects “preferred employers” image within the local community and is seen
as being the industry leader by both the community as well as Government Organizations such as the
Labor Department etc.

BRI BE S A A X R BURFZH R CAns5 sl ) MOUAT ISR, IR FKENR P “&
fEREE” k.

To ensure that all Departmental Operations and Training Manuals are prepared and updated annually.
B OR LA L HE A S SRR )38 S5 T

To ensure that Hotel and Departmental Organization charts and Benefit Grid are up to date and
supported by detailed policies that accurately reflect current compensation and benefit packages by
Job Title for all employees.

TR ORS 5 ZH 23 20K T R AR R R e A BT K, I TR BURAE N S3% . B rh AR S 53 TR
Az WA S S H R BT A BOAR R A I8

To assist General Manager in the compilation of all the departments’ written Policies & Procedures
into the hotel’s own in-house policy manuals.

DS 2 AT RO B BT B AR  ANN I J5 B T

To have a complete and permanently updated understanding of Local Labor Law, Statutory and
Company Insurances, Hygiene and Safety Laws etc.

BEI 1 B4R 2 57 SE AR DAL A R ARG, TR AR 2 AR O A

To conduct weekly Human Resources Meeting.
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HRNITGEER 2

e To ensure that all meetings are well planned, efficient and results oriented.
BRI A 2B Pt R, SEE DL SR RBOR .«

e To submit monthly reporting package on a timely basis to the General Manager.
N 1) S 2 P AT ) R AR

Security, Safety and Health / fR[%, %24 R{EE:

Maintains high confidentiality in regards to guest privacy.

KB NEA, ERFFmiLE .

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wi N TA AT 5EAT 0y, S ) e 2 3 R 22 AR T] S i o

Notifies housekeeper regarding lost and found objects.

BRI RS, SN 025 5 R

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

XN R IR R AT AT W AR B SR R B

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

NG K, BRI LA SR E R SR

Follows emergency procedures to provide for the security and safety of guests and employees.
AT T A RSB SR, MRIER AN R T2 4.

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

PASCR 224 i 7 sNEAE, @i kB S R E .

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

L AT Re SR B E oL, I Lt A g BN A .

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

RFFREDN N, R, OFENER, BRES KAT8.

Competencies / B8 7 ER .

Good command of English

R4 A2

Five (5) years’ experience in human resource in a 5 star hotel.
Z/b TAES R JAIE N 13 R TAEA K

Proficient in MS Office — Excel, Word, Outlook

NG FH R I B H-Excel, Word, Outlook

Interrelations / A HELR:

Liaises with all departments to ensure smooth operation and develops effective relationships with
guests, business partners, local community, local authorities and intermediaries in order to create
optimal business opportunities and community relations for the hotel.

SIS AT A TSRS, LRI AT P I s, RIS R, m s e iRk e,
At X, 2R AR e RAF B NBR IR &, LB R4 5 MV S il i 37 R A
FRIRAR

Executive Duties / 4T EUER 3t :
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e To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's
Duty Manager's Roster.

Y G P B (R, AR YT B LT,

Work Conditions /| THEZ&4F:
e Regular hours with extra times occasionally.

I AR A, A K EAT IR

Date
H 1t

Reviewed By
HRZN

Approved By
EEIVN

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.

Z N C TN L B RIATER BT, JEANE I i A7 BR TR AR i 2K E R 10 18 ) PR
RITEE . IR T AR SOR T IR SR R LHIR DT . #Ek 3 B RATH A S 9 A0AT B B i
RIHERE: BT IR PR K RIFRIT A NERE . W IR H AR 2 R R 2 N e 5

Employee Signature Date
AL H 3
6

The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



