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Title: Personnel Officer

HRAE NEL R

Department: Human Resources Department
#I] N JT B YR

Hierarchy: Reporting to Human Resources Manager
HE AN NS EIRI 4 PR

Direct Subordinates: N/A

HE T o

Indirect Subordinates: N/A

FEHETH G

Category: L5

255 52K

Scope/¥i FH:

Coordination of all issues related to the Human Resources Department. Handling all requests of
employees and maintaining a high standard of personalized care to all employees from all
categories.

FB S N TR TAE. AFRE R TR AR & R THRESENAN
T B s B b S RS FE L ok B BN R 4008 T Y ) ) A

Responsibilities and Obligations/3t4E & X 55

Prepares memos, reports and other correspondence, as requested by the Human Resources
Manager.

AT AR, R SRR, MWl U AR RIS R .
Prepares job offer packages (staff agreement, offer letter, summary of benefits etc.) Ensure all
documentation required for recruitment are provided before commencement of employment.

HERS PPN T2 30 F, b a5 S TR R . sRAIE AN, LR S Mos A R g 7
o BIRITA F T RIS R A SCHRAE 5 TN B AT S 2% 56 5

Submits contract expiries/renewals list on a monthly basis to department heads.

B AR 1R A 57 ) & [F) 2 )44 B s F ot R BB T TR s A

Dealings with staff/guests inquiries.

YUSE D JE BAN N E N TR 8

Updates record of visas/labor cards renewals and provide list to visa section.

S BB REUE AR ARSI B E R 45 AR UE S IRALA

Coordinates with staff quarters/transport/staff restaurant/clinic.

H5RTHEE. BT, JTETULA TSR RIFREES SERR.
Arranges appointments for the Human Resources Manager, ensuring accurate details are recorded
in the appointment diary and that relevant information is communicated to all parties concerned.

NANTTFEI SR LA UOE, FE RS EZRTEM SRR, #ORAE G B L &
257

Maintains a trace file system, ensuring that daily traced items are brought to the attention of the
relevant people.
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NI ER R G, DR H R PR SR AE G KOG

Prepares disciplinary letters and maintains a master file.

HERAT NG R I B B AN .

Consistently provides and maintains the highest standard of staff/guest care and service.

IR DU AT AR EEER H O, N TR AR TSN 2 1 R M 5 IR %

Ensures that all reporting staff maintains a high standard of personal hygiene and grooming at all
times.

IR A A 1 IR AR A — A RIUF I &S DA DAL AL T

Assists the Human Resources Manager in maintaining and updating the departmental service
manual.

BN 770 U 50 2 0 4 N BT T IR SS T

Ensures that all reporting staff demonstrate the required service standard.

BRI A 1 53 ARS8 e O IR 95 v

Assists the Human Resources Manager in regularly monitoring staff performance against agreed
criteria.

PrBI N D) B U5 22 3 b B B AT R AT ST R RIE

Have a good knowledge of all hotel facilities and be able to answer staff/guest questions in a
quick, polite and helpful manner.

REfg B e Hh 1 il i — Uit R e iy o AR, ALSHh IR B 52 AR AR Al
Handles any staff/guest complaints or problems promptly and to ensure that all
resolved/unresolved incidents are reported to the Human Resources Manager.

RS S NG R AL K B AT A — A2 53 a2 N B 28 S B 1], i DR P A R R o ) ESOAR i
REFAE S U R4 N ) BT B

Ensures company, hotel and statutory rules, regulations and policies are adhered to all times.
TRUE ] S s BV E DA K BURIR 4 ST

Acts on responsibilities for Health and Safety at work.

B ORAT 28 IE AR 2 N B13E i e DL B 22 4 i TAR M B 41 57

Demonstrates a working knowledge of fire prevention and to ensure that staff follow the hotel
evacuation procedures on hearing the alarm.

N G TSR BERMV BV B kNN, B DR 53 AR T 380 7 e PR Ak TS s )t WO SR K I it
.

Ensures the departmental area is maintained in safe, hygiene and presentable state and to report
any damage to furniture, fittings and equipment to the Human Resources Manager.

BORER T XA 2 A T 224 BAE . APIEPIRES, KRR, BoBE B DAL a8 108 Sy
ERN SRR

Handles staff grievances and disciplinary matters to the agreed hotel standard.

2 IS S AT PRAEALFR B 5 TR AN A E L F

Carries out any reasonable tasks requested by the Management.

SR E R ZH e S TS

Maintains effective Communication of Training Activities such as Boards, Posters and Calendars.
SR ING S LA I8, Bl R SRR DL AR AR

Establishes and maintains records of training for all off-job courses for all employees.

NPTA R TS IFORAF R ™ B D %

Maintains standard hotel training equipment and training library resources.
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YEH I E FRAE BRI A ARSI P S B

Contributes towards other hotel activities as appropriate.

LI, NI I B AR TE SR 7

In charge of gathering data from all departments of the name tags needed.
FTTIC R SANER T T s B0 R

Handling all the aspects of opening and closing files of the employees.
ALFE P 53 T BN URT 8 SRS AR AR 9% R 254 D7 T ) A

Handling all the aspects of finishing and renewing the expatriate's papers.

Ab PR 56 BT SR ANIR N R BT R

Responsible for preparing monthly reports about the duties being performed.

ot H I AL Al R

Security, Safety and Health/4f&%, 4 RidEE:

Maintains high confidentiality in regards to guest privacy.

TRIUEZE N ES A = AL

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WA NBA AR AT SRAT 0y, S [l S e PR R 2 AR ] ek

Notifies housekeeper regarding lost and found objects.
BRUEATIE RS, S & A% 55 8

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

T I R P R T AT AT VB A B SEAE B fG S

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

FAHE KR, B BUE L SR E BB «

Follows emergency procedures to provide for the security and safety of guests and employees.
BSF T R SRR, PURIER A& R T2 4.

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

PASCR 224 i 7 DA, @t k3 & e .

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

UL AT B SR B G O, I L i R BN AL

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

RPN AN LE, B, OENCR, BiES & AT8.

Competencies/ & /7 ER

Good command of English.

RS G

Good knowledge of MS Office i.e. Word, Excel Powerpoint, Outlook, Internet
R A0 A BAFEEE IR, IiWord, Excel PowerPoint, Outlook, Internet .

Interrelations/fE H X £

e Contact with all the departments and staff.

558G B A ER T UL S B ik A mA s A A .
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Work Conditions TAE %4t
e Regular hours with extra times occasionally

1 ARSI, AR FEAT I .

Date
H HA

Reviewed By
CEZ YN

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.

Z N L VRIEIATTCL ERATER DT, A A R SRR i b - R0 i AR
i

Jikte SRTHERPORT IR )RR R TR DT . Baf 7 B A TR Rl $E AT B 5 Bk
H

TERE: SR T IFRESZ S ST R R IFR TS NERE . PR i 2% B bR R B K I 2 N =

Employee Signature Date

LT H 341
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