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Title: Chief Concierge
HRAL LA
Department: Guest Service
| ERERR
Hierarchy: Guest Service Manager
IR % RERREH
Direct Subordinates: Bell Captain
Hg % 174
Indirect Subordinates: Doormen BeII Boys Valet Parking, Drivers
Category: L4
)
Scope / BRAEVE -

Manages the areas of the uniform services section (Valet Parking, Transportation, Concierge and
Bell Desk services) in order to ensure customer satisfaction and to maximize the profit of the
hotel.
FEMTVEH G IR X GRE, &, AWRMMTEEIRS) , R EE, LI
W A e KA
Monitors departmental control systems to ensure that costs are controlled, forecasted revenues are
obtained and that the product quality standards are maintained.
o B BRI AR R R, SRECHIU ER A5 S, AERRP s 7 it o S b

Manages the Human Resources within the department, ensuring that the work climate is in
compliance with the company policies and procedures and maintaining and developing the skills
and knowledge of the related staff.

EHETINEAN D BER, B iR TAEM T & A R BORRER, PRIFIFIR s o 7 T AR RE
S RIALAIR .

Responsibilities and Obligations / BR 3T & X %:

Ensures the duties and responsibilities of the uniform services section are applied as per the
policies and procedures of XYZ Hotels & Resorts.

BRI 48— MR 55 XS PR A1 55 SR 53 () JB AT -6 AR R ML BUSR AR /7

Receives guests in a professional and friendly manner, satisfying guest expectations from arrival
through to departure.

Pt ol i A 1) 7 SN ARr 2 N, 1R TR 2R 21 B 5 1 1 v 4 28 DR 5 2 0 IR 55T =
Deals with any complaint, taking action as appropriate and communicating it to the Guest
Services Manager.

AEEARR, RGBT 5 R R RA M.

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

R BRI IORSFA R, RIS A 247

Maintains a good working relationship with all Front Office and Guest Services staff.

EHITHE 5 LR A TR ) A i LR R TAR SR
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Ensures guests are greeted (by name when available) upon arrival and offered assistance at all
times.

FEZ NARE IS 38 (anmTag, DLARRIR) JFaa 452t i),

Maintains an up to date knowledge of the hotel services, local places of interest and
communicates this to subordinates so they can supply information and respond to guest queries.

8 ST R0 IS 5 7 PRV ) il 9545 S8 S st 44 PPty 8, O it o) B3 AR, R 0 AR T 0 5 %
W] I BES AR A5 B 45 TR -

Maintains an awareness of guest profiles through the PMS (or any other system in use) guest
profile system.

I EE B RGN TERERG T MENMER.

Ensures that all uniform services staff are neat and clean at all times as per company policies and
Procedures.

B PR 1 CARYE AAEI S B B BCRAR e, 462 AT, B AR S AL IR S5 .
Ensures the sections are manned at all times and plans the duty roster according to the business
needs.

RS TA 2N RICE, JHRYE L E R IATHE

Supervises the activity of the Bell Boys, ensuring that the guest luggage is promptly carried from
arrival point to room and from room to departure point on check-out according to the policies and
procedures.

WEATE AR TR, RIS BORER, 17BN N RNE I EK 5 (25
D, AEMRFIER K A GEIERD .

Regularly checks the uniform services sections are organized and operating in an efficient
standard and checklists are completed and forwarded to supervisors.

X G — M % XIGHEAT & IR, W ERGE— IS5 XAk U bR e A 2T s s, IF N 58 i
REEe b B R

Ensures that the front of the house, main entrance and lobby are kept in an orderly fashion, clean
and tidy at all times.

BORAT & X3, KT, RERAIRIFH P, TR,

Ensures that all faxes, packages and luggage received or/and delivered are logged correctly.

IR IEF IO, W5, TR A AE N

Ensures the function board is updated correctly.

B DR L8 BE BTG i T 30 2 T AR o

Conducts daily briefings and monthly communication meetings with the uniform services staff.
ML G — 5 X R T2 INE TR S F BVl 4

Ensures that training is provided to the staff in accordance to the training department.
RIEFEIEBRER, Oy 7 TR B JIRAE .

Ensures that all uniform services staff are fully aware of the emergency, health and safety
procedures.

BIRGE— IS5 X3 R T84 1 RS, R LR

Reports any equipment repair to the maintenance department and follows up on the requests.

S ) AR IR B b, JFERBEYEIZ H T .

Ensures a smooth and efficient movement of guest luggage for storage, arrivals and departures.

B DRIUR] 5 R )38 308 TR Bl A7, RIS AR ik B R AT AL -

Communicates to the uniform services staff all information concerning internal promotions.

[ Gt — IR 55 [X 42k B3 A% A B T A4 45

Promotes the hotels’ promotions, outlets and special events at all times.

GRLHET IS [RGB, Bt SR T TR B
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Maintains an awareness of competitors rates and occupancy levels.
FAETEFR T LR AAE R

Maintains an awareness of rates level to be sold on a daily basis and occupancy levels.
VLR H 55 & A2

Co-operates in the performance of any reasonable task requested by the management.
Wil TE B BB BN RESR I B S BT 5 .

Adheres to all hotel policies and procedures.

ST S BURTRT .

Security, Safety and Health / {R[&, &4 R{aRE:

Maintains high confidentiality in regards to guest privacy.
RKTBENERL, PREF L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR N B TAATAT AT BEAT Y, S ) S PR R 22 R0 T ek

Notifies housekeeper regarding lost and found objects.

B EEAT B R, SN R0 55 B

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

XN S I R AT ATV AE B SE G K

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

R E KR, BRSSO 2R

Follows emergency procedures to provide for the security and safety of guests and employees.
BT T R BRI SR, URIER AR R T %4

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

PASCH 224 it 7 DR, @l kB3 & e .

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

TR FT RERIE R BG B,  JF S o R BN B

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

RN NEE, B, CRAGR, BRES AT .

Competencies / B8 7 ER .

Good command of English and one other language.

RIEFIE L —T1ES .

5 years experience in 5 star hotels

5L TR s TAEA

Good knowledge in Microsoft Excel, Word, Outlook, Fildelio or similar PMS

AL 15 F Microsoftdr A 8, inExcel, Word, Outlook L & Fidelionl # A0 i) 38 15 &5 7 £
Gt o

Interrelations /| FHEEER:

Liaises with all departments to ensure smooth operation and develops effective relationships with guests.

HHEPAEITEANE, RIENE RIS, #rABEE R R,

Work Conditions / TAES%f4::
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Regular hours with extra times occasionally.
IEH AR TE], A8 /R A .

Date
H 39

Reviewed By
1 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.

EUN C TR IFNAT L BB R B, IR ARG 5 A7 HR SR b 2R B RF 58 1 1R B
HITEY o IR THER PR T IR 5 212 Prfy R RIER DT . B 35 BhIRA TR IR S A 45 At AT B B
KHJHERE: R T IR IR KR IFIRTT I N RE . P i B bR R i K2 N R

Employee Signature Date
R H 3
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