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Title: Human Resources Manager
HRAL NI A
Department: Human Resources
| NI
Hierarchy: Reporting to General Manager
2 [ERSEZSLE T
Direct Subordinates: Training Manager, Government Relations Officer, HR Officer,
HETE Housing Manager, HR Coordinator, Office Clerk
HllAH, BUNRKRLTH, NFER, maEal, NFHohiE
R, INAEL G
Indirect Subordinates: N/A
)% T )& AN
Category/Level: L3
KA 3%
Scope/ER HYu il :

In charge of all Human Resources activities at the hotel including recruitment, training, staff
accommodation, staff cafeterias.

FOTHIE N SEIRE AT SR, B, B0l L& PO TR TR

Responsibilities and Obligations/3fE & X4 :

Recruits and hires all employees excluding Key Personnel A & B positions. Ensures all positions
hold up to date job descriptions complied by the relevant Department Managers.

THISPTAAZR, BREKNAL. BHIREAHICER T4 RE /1 2 Bof KALER 9T 25K .

Responsible for maintaining a fully functioning Personnel Department including employment
screening, referrals, personnel record keeping, compensation and benefits, work permit and visa
processing.

RN T RSB, WREHEmL, 2k, AT, *FmBLAER, TAEVFATIE K
ZRUETpEE

Available for staff at all levels to advise, counsel and assist with problems or queries.

Wr K B &2k 2 TR, &I H & Be i =X

Encourages a good standard of employee conduct and behavior and co-ordinates disciplinary
procedure when necessary.

FEEST D AT DR WU 0 LN SR B TR T

Co-ordinates, controls and inspects staff accommodation and ensures it is of the highest possible
standard of cleanliness and comfort.

P, EHEIERE A R TAE &, BR A T8 R AR KR S AR I 1 AT IE B

Liaises with the Food & Beverage Operation Manager with regard to the Staff Cafeteria,
particularly on the quality, variety and nutritious value of the food served.
HREE2M AR TRTHEE, XAS5RERMEE, MELLCEFRBER.
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Maintains close contact with all Department Heads through departmental visits, serving as an
advisor and internal consultant on employee relations issues.

I ER TR B RAT S BT BT 5T NS RAF RV OR R, b E @I DS N BB ) N B
A LR 51 oK &R ) 4R A o i

Co-ordinates and encourages sports and social activities on a regular basis.

MLt S H W s sh A A A T3 .

Ensures publication of an employee’s newsletter on a regular basis and maintains lively and
interesting staff notice boards.

Lt A HH R TR, B IR R T AR BN A R

In the absence of Training manager is fully responsible for all training matters including
orientation, skills training, cross training, off job sessions.

RN BAERE, SRR TTARIEE, B35 TABREN, Baesil, & XE;
11| PR bl

Liaises with other Personnel Managers maintaining strong information links for better decision
making.

BNFELMHHAE, (58588, HEHIREHE.

Ensures appraisals are carried out for every employee at least once every 12 months. Reviews all
appraisals and follows up on development needs, if required.

W IRRRAE N RO R AT /0 — IRVRAL, W PR S5 R, BRIER R K.

Maintains up to date information as per company policy.

AR AR 77 B3 IR BN 5K 4.8 L2 I T B 15 A2

Security, Safety and Health {2 [&%, #4 KigE:

Maintains high confidentiality in regards to guest privacy.

KT NEA, CRFFE LS.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WA NBA AT AT BEAT 9, S ) S e PR R 22 AR 1) ek

Notifies housekeeper regarding lost and found objects.

I EEAT B R, S R 55 R

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

XTI K I LR A5 AT ATV A B SE R B R

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

FAEE KR, B RUH L SR E B B

Follows emergency procedures to provide for the security and safety of guests and employees.
RS PTA R SR RO, PURIER A& R T2 4.

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

PASCH 224 7 N0, 5t o B 5 Jest N .

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

TR T RERI GRS BTG B, IF S T R BN 5L

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

RFERENNLAE, B, CRMER, BiRESIRE TN,
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Executive Duties/4TBUER 35 :

To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's
Duty Manager's Roster.

Y P B AR R, AR AP B LT,

Competencies/g8 T ER :

Good command of English

R AP E IS S fe

Human Resources educational background

NIJBPEF 2 E =

Good knowledge of Labour law

Ho2g RUFH 57 shEFNR

Good knowledge of MS Office i.e. Word, Excel PowerPoint, Outlook, Internet etc..
R R A A RS 1, iWord, Excel PowerPoint, Outlook, Internet®s .
5 years experience as HR Manager in 5* hotel

Z /DS I N ) B B4 B A 2 5

Interrelations/ EAHEE R :

Contact with all departments, recruitment partners, local authorities

SHAET, SRS AETT B HBURF PRI R -

Work Conditions/ TAEZ& 44

Regular hours with extra times occasionally.
1B TAERFa], /R IR

Date
H A

Reviewed By

HIZA

Approved By

CEVN

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.
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NN O U RFFATT LA BRI IR BT, ek b A7 BR STRAE it hr R B R0 I8 s R EL

SR o R THER SR T IR SR A S LR BT B3 BT R R 3R (AT B &
REGTERE; SR T IS I RIEIFRTE N BB P IR 2% H AR BRI 2 N

Employee Signature Date
R H 3
4

The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



