CODE: 02.04.102

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1

Job Description

PAGE 1o0Fb5

Title: Night Manager
HRAL WL T
Department: Front Office
| HiTJT
Hierarchy: Executive Assistant Manager i.c. of Rooms
TEAR R I B 55 BOAT BUR B

Front Office Manager

T #R 2 3
Direct Subordinates: Night Supervisor
H%Z & WIEFE
Indirect Subordinates: Front Office Staff (night shift)
FHETE BT R T (D)
Category: L4
2 4%
Scope/HR AEVE -

Manages the areas of the Reception, Guest Relation, Executive Lounge, Business Centre,
Concierge and Telephone Operator in order to ensure smooth operation during the night shift and
customer satisfaction.

EHATG . RERR ATBUNE. SO ALEEMSNLIX S, BRI R - Fieis

BRI R

Establishes excellent communication between the different departments in operation during the
night and ensures a full security control on the premises.

iR % 5B T IR B A1 250 18 R AR XA 224

Manages all related problems to the guest, employees and infrastructure and reports them clearly
to the management.

ADTITA P KR 51 L R e Wit ) Il R s R T4l s B 2%

Responsibilities and Obligations/BR 3t & X 55

Monitors the night shift quality service and ensuring the conformity to the company operating
standards, procedures and local regulations in order to achieve customer satisfaction and to
preserve the XYZ Hotels & Resorts quality standards.

B SHIIRS i E, RS AFRIZERHE. BRI, DLSeBl 2 A
PRFF E AR S A 131 ) ot A v

Fulfils all tasks and duties of the night shift as per the company policies and procedures and
handles day to day functions such as arrivals, departures, information requests, inspections and
reporting.

MRS AR ABOR . R 7 58 ORI 1) TAFIR 97, flinfidt. e, EEE. mE
SR
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Ensures the front of the house is maintained in excellent condition and cleanliness. Monitors
maintenance requests procedures and inspects guest rooms, corridors, lobby, public toilets, etc. to
ensure proper maintenance and cleanliness.

BIRET T 70 XI5 B i R OR K RAF BPIRGL . I B 4t RIS P R A 2 s« B K
B NPT ISR, BRI TG 4R

Ensures those known repeated guests and other VIP’s receive special attention and recognition.
and escorts VIP’s to their rooms when necessary.

B IR 25 S VIPZE N 32 B0 B SR, a0 B R IEVIP R BIBAT TR 55 ] .
Handles effectively all guest complaints concerning the Front Office, taking corrective action to
prevent recurrence and convert the guest into a repeated customer.

A RAEF A R TR T RS BOR,  SRENZH L8t LA 1B SRS DL IR A AR T 85 70 ik T %5 B
NHE .

Informs the FOM/EAM of results, via reports, trends or guest impressions and of problems in the
hotel affecting the guest or the operation.

SURT BE R IR FE 2 B I a8 1 ) RLE AR R, W LSRR BN R AT M T, KR
TCHR AR T B2 M BT B

Seeing to the accommodation and transportation of overflow guests in cases of full occupancy.
FEN 3 15 0 B B T s I S SR A

Maintains effective communication with all related departments during night shift to ensure
smooth service delivery.

AL IIA) 5 A0 B 1T ORAr A R I8 i DRI B IR 55

Develops effective relationships with guests, clients, local community, local authorities and
intermediaries in order to create optimal business opportunities and community relations for the
hotel.

SRR B AL HOTBUR SR AU KA RN BRIk Z O i R R
WAL FFEX K AR

Conducts daily briefings within the department where daily operational information is provided to
the staff.

HLAER 148 H B 2 IR H 3 s ik 4 A .

Provides input to Front Office department meetings.

FEHI T 2> rh o H 5 R A R L B

Ensures that all tasks of the different sections of the night shift are implemented by the staff
according to the policies & procedures of the hotel.

B ORAN[R] 7380 1T HCHE 53 42 HEG B O SRR e 56 O LA

Makes control tours of the hotel ensuring electricity usage is at at minimum and security is at
maximum.

ARG S X3, R AR T P R A7 77 B 1) i R PR ] IR DR i 22 AR ZS I8 B e £

Controls all department keys/master keys

LT IR R

Daily checks billing instructions and guest credit for accuracy and compliance with the hotel
credit policy.

B FASAAE AR 25 55 DR B I DR A5 5 15 45 DY BUK

Maintains up to date back-up reports. Checks all necessary reports including rate discrepancy,
housekeeping discrepancy, credit check report and routing instructions report.

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

©2015 INNARCHIVE.COM



CODE: 02.04.102

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 30F5

BH&MRIIE, RERFRECT BN ER. 2R BN ERES LHEREFR
e

[

Ensures an effective handover of nights activities to the FOM.

W BRIV 0 VR AR AR 25 T T B 2 B

Maintains regular and effective liaison between other departments with particular emphasis on
security.

7€ 15 A ER ) 2 I DR A RO &R, U AE AT 1

Ensures all necessary reports are compiled and printed for the following day’s business and
checks that they have been distributed accordingly.

B ORFITA 2R B4R AR S 48 58 BOT AT B E AR SRIZE LA AL ], FFOR 70 A AR R
o

Works closely with the accounts to ensure night shift procedures related to finance are effective.
55 EREE1E, BRI 55 A0 5 B AR FURE & A% 56 B

Ensures the accuracy of guest accounting function at the reception and the hotel credit policy is
accurately applied from the reservation stage until guest’s departure.

FERT W0 OR =2 B K SR AR L, DL TIINT B 3 5 25 B0 0 77 4l 1 15 FHBUK .

Maintains careful control over costs in the night shift front of the house sections.

T PR HIE Y 1) T T30 ) R R A A28 1) A

Analyses and approves rebates, discounts, complimentary, up-grades and room rates according to
the internal policies and procedures.

FRAE P ) SR AR e W i A4, e, THRAE AT

Ensures that operational equipment, computers, other administrative and operating supplies, assets
are maintained in excellent condition.

iRz E B N HAhITBONIZ g B 1 RIFIs %

Inspects frequently for cleanliness and orderliness of the Lobby reception and Cashier’s desk , or
on random basis, V.1.P. rooms prior to guest arrival.

225 R 2 AT B AR AL B O DX T PR, A8 Bt FE IR AR 2 4 D 1l
Co-ordinates with security in the investigation of irregularities and undesirable guests.

R 2B & S A ST AT A B R .

Co-ordinates with Housekeeping on checking room discrepancies.

5572 3 M e 21 22 57 )55

Controls the room availability in tight situation.

21 B TR 5 ) AT SE B

Ensures that the department is effectively staffed and motivated to consistently deliver high levels
of guest service.

B ORER T 53 s ORI B O FE R SR IR 28 40— ) v K HE IR 55

Maintains appropriate standards of conduct, dress, hygiene, uniform appearance and posture of
department employees.

BIIRERT TR TR N2 AR FHde. T HIIRRFFEheitE.

Ensures all staff is thoroughly familiar with the Hotel’s emergency procedures.

BRI 53 NI ) RO NG DAL B FY

Knows and applies all BHI corporate and local Operational Standards as well as local authorities
requests and ensure they are implemented.

T I sy AR S AR P S I E AR e RARiE
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Assists all subordinates in the accomplishment of their job description.

T R TEAT H AL T .

Identifies training needs, assists in developing formal training plans and implementing training
sessions.

Wi B R R, B 1R N BRI R T e pt B YIERAR .

Co-operates in the performance of any reasonable task requested by the management and adheres
to all hotel policies and procedures.

AR T EOR I TARAE 5%, AR IR A i v s 1) B BUR AR T -

Knows and uses the company marketing programs and ensure that all staff are fluent in the use of
these programs.

TR A F BB & TR, BRI 2 LR IR PR AR

Knows the operational use and available facilities of the PMS.

T RRAE FH B AR R AT B BRI E R G

Ensures that front of the house employees promote inter-hotel sales and in-house facilities.

B ORI 518 5% AR )5 PR R 55 B 5t o

Security, Safety and Health/{R[&%, 224 R EE:

Maintains high confidentiality in regards to guest privacy.

KB NEAL, CRIFE L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wi e Ne o TA AT 5EAT e, S ) e 22 3 R 22 AR 1] Sk .

Notifies housekeeper regarding lost and found objects.
BPUTATIE RS, S 5 kN2 55 6

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

e I R IR b AT AT v AR B SR R G

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

NG I, BRI LA SRR SR

Follows emergency procedures to provide for the security and safety of guests and employees.
LA N AR LA DR 2 A B3 LR 22 4

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

PASC 224y 7 AR, gl S 3 & SN .

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

UL AT eI SR AT TG DL, I S o R B

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

RFFREEMDN N, B3, (ORCGR, BiRiES AT N,

Competencies/fE JTER :

Good command of English and Mandarin.

R B 9 3 S Tl RE )

Five years experience in 5 Star hotel.

A TR ESF UL E TARRL

Good knowledge in Microsoft Excel, Word, Outlook, etc.
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A EPEExcel. Word. OutlookZ 4t

Interrelations/AHE X &

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.

5 HAR AR TR, ORISR IEREEE .. SEE. B Ak, #7R T
SINURE A R N Bn 5% 22 il i i s R A AL s AR X R R

Work Conditions/ TAEZf4:
Regular hours with extra times occasionally.

I TARRSR], AR FEAT I .

Date
H 39

Reviewed By
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.

ZUN L VRIEIATT LA ERATHR DT, R ATE I 5 A7 HR SR A i har 2R R0 I s R
FITEE e IR THER PR T IR AR TE B THIR DT R38BT 0 R S A 3 AT B & i
KHJHERE: R T IR IR KR IFIRT I AT RE . P i B bR R i K I3 N R

Employee Signature Date
R H 3
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