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Title: Training Coordinator
iVIA PR
Department: Human Resources
i N 15U
Hierarchy: Training Manager & Director of Human Resources
- S=UN il A& N 7 B
Direct Subordinates: N/A
HiE & ANidE H]
Indirect Subordinates: N/A
[E1E 7 e AT
Category: L5
) 5%

The Training Coordinator co-ordinates, monitors and supervises all relevant training activities within the
hotel operation. This always with due regard to execution and maintenance of company operational
policies and standards, international and domestic. He/she shall be primarily responsible for the
courses/modules for the General Training, the co-ordination and supervision of departmental
Technical/Skills Training, and finally he/she also co-ordinates the corporate training courses.

FIIPM R A TTIE FEh OB SRR T A AR RS . TR BIAT AR AEHAS N
2 LA A I [ it s A BB 55 b v 5 AT I Ha sy o L BRSO 5T By IR BRI
[l i B AT BRI FRERF DT HLAR T Uh AR A P BRI URAR

He/she cares and co-ordinates together with the Training Manager and Director of Human Resources that
training activities and departmental training including daily service briefings at all departmental levels are
continuously provided and, where necessary, are properly and constantly administered.

i S I 5 BRI 2 B R N B sk s — S R B IR A B IS B SR T T 2R 50, A0 4G
FANFELNET T RS ik, BEATIELER SR, BN HATE SR S LE .

In performing these duties he/she shall at all times maintain good relations with his/her supervisor, the in-
house departmental training co-ordinators, the Department Heads and supervisors.

FEFEAT RO HR ST R AR, JR 2 St it 58, FE AT L, &R s AU AR
R RIFHIK R

Scope/HR 5% 5. -

= QOrganisation of training administration
EHALR

= Training planning for all departments of the hotel
WS BT &R TR IR

. Organisation and monitoring of all administrative affairs within and outside the Training department

M 5 E RIS ITA 1T EE 5

" Executlon, supervision and co-ordination of training activities within the hotel (skills training, general

training, daily briefings)
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PEPAT. B AEIESD (BFNET5. AL, HERR)
The following duties within frame of work: H & T./FHH 577 -

1. Establishment of relevant course material/Z 37 fH IR A2 % ok}

2. Administration/4T B FE

3. Training/E5 Il

4. General tasks/HAhfE %%

Responsibilities and Obligations/3A4E & X 45

Compilation and updating of the requisite technical training manuals and tools per field, in
collaboration with in-house specialists and the Regional Training Manager.

MR 2 UK, S AR 5 B XIS e PS4, G4BT S8 B A ROR B I
T A

Updating of personal training history files of all employees in co-ordination with the Personnel
Manager.

S5 ANFALHPMEIA LRI SR,

Is familiar with Training Guidelines and Human Resources Policy issued by the Corp. Head Office
and ensures that they are applied accordingly.

BRI AR Ip 2 =i B IR B R N D BHIRBUR, W IR BUCR B RN H

Orders and organises distribution of Training Certificates.

I H U B IRIE .

Evaluates customer needs from feed back of the guest questionnaires and compiles relevant measures
for correction for improvement.

I N R 2 1 A S DA B N R R SR I ELRIBORA DR R 4 I 48 i AR e 2 N i R

Administration/4TBER 3 :

Compiles course/training requirements.

TR BRFEE I 7 2R

Compiles and establishes course/training control instruments.

B R ST IRAR I B

Ensures proper course material and up-dated job descriptions for in-house departmental Trainers are
available for all departments. Continuously adapts them with relevant supervisors to their operational
requirements.

i E VAR BORH RS I, JF ELEER AR T 15 Il 53 i AR BR S fiak s ) T B 8 1 7o Aok Iz Al
MEFREENBEF K.

Counselling of supervisors/employees in training matters (How to Train, etc.).

FABRER IR (W5 IS5 X287 TiE174 S . Establishes monthly reports according to
Hotel's/regional office requirements.

ARG )G Je XA 28 B EER i@ Sr A ) B3R

Maintains a monthly overview of course breakdown and attendance.

B AR IRFE UL A T2 515 00T B B (Bl it

Co-ordinates up-dating of personal files of employees together with the Training Manager.

5B A PR — B P A O BB D3 A AR S

Keeps the video library up-dated and cares that the Hotel always disposes of proper and good quality
copies. Controls the inventory on a regular basis.
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DREAF i A TR B BE T S oA R i i 22 1 A B ) 2 1 S o B B A . MR A

i o

Prepares his/her financial needs for the financial budget on a yearly basis and discusses it with his/her
supervisor.

HE % T NI 55 TR B A N4 I 55 7 SR 9 5 fth ) 1 ) 40— ke s

Training/3%3))l :

Conducts, co-ordinates and supervises all kinds of internal technical training and courses of the
Department Heads and supervisors.

SEt . PMRIE HOE BT N R R RS I AR T T A B N A BN UR R

Ensures that departmental training schedules are established every six months in advance.
DR 5B T T 3R AT 58 B 16 H R EE TR

Co-ordinates training activities with regional or corporate Training departments.

55 X el AR P B IB — it bR 5 I S

Conducts general training topics and ensures that all new employees are taken care of within the
Orientation Induction program (always in co-ordination with the Training Manager).
WATASEHEIRE B R 3 R LH 2 T ABEIIE (45 5328 — R &
E) s

Provides support and supervises the activities of the departmental trainers and checks regularly the
proper introduction of new employees.

ONEBTTEI 53 AR DI SRS Re S 5, R x2S 29 4R AT 5 IR 2

Security, Safety and Health / {£[&, %4 R {f@gE:

e Maintains high confidentiality in regards to guest privacy.
KT NEAL, PRIF B
e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
W s Ne o T AT 5847y, S ) e 2 3 R 22 AR ] S i
e Notifies housekeeper regarding lost and found objects.
B EEAT B R, S R 5 R
e Ensures that all potential and real hazards are reported appropriately immediately.
X I S IR b AT AT v R B SR R G
e Fully understands the hotel’s fire, emergency, and bomb procedures.
PRI KK, BRSSO 2R
e Follows emergency procedures to provide for the security and safety of guests and employees.
LA N SRy LR DR 2 A 51 Y 22 4
e Works in a safe manner that does not harm or injure self or others.
LASCH 224 )7 sR0AE, ekt K B & KdtbN
e Anticipates possible and probable hazards and conditions and notifies the Manager.
UL AT BRI fER AT IE B, I L2 A B
e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.

RFFRERADNLLE, B, CEGR, BES &7 8.
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Competencies / ¢ JER:
e Good command of English and 1 other languages
R AT N s A S = e
e Educational background.
NITRPEAHKRBE H =
e Good knowledge of MS Office i.e. Word, Excel PowerPoint, Outlook, Internet etc.
R AP IR A BAEERE R, WWord, Excel PowerPoint, Outlook, InternetZs .

Interrelations / A HERR:
Contact with all departments, training consultancy partners

SR B BB T RA K B ik 2w aE A A .

Work Conditions / TAEZ&4:
Regular hours with extra times occasionally.

1EH ARS8, R PR I EE

Date
H 39

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.

EUN C T IFNAT L BB R BT, IR ARG B A7 HR SR b 2R B RF 58 1 1R B
FITEE e IR THER PR T IR R E B THIRTT . #OR3 B A 10 R S A AT B 5
KHPERE: R T IR IR R I IRT I AT RE . P A2 F bR R i K2 N R

Employee Signature Date
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