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Title: Bell Boy
HRAE 1725
Department: Concierge
YR AL FE R
Hierarchy: Concierge Supervisor
TR A LR TE
Direct Subordinates: N/A
HETE: y
Category: L7

EE T4
Scope/ER gE ¥t Bl

To ensure a quick, professional and friendly assistance to all our guests and to provide them with
all the services related to the Bell Desk and Concierge.

FOR AT A B NARBEPE,  Fb AU GF IR SS v NSRS A S AL T2 ik 55

Responsibilities and Obligations/BR 5 PA & X %%

Applies and implements all tasks, duties and responsibilities as per the XYZ Hotels & Resorts
policies and procedures and service standards.

P I AR JE R, R Fe AR 95 Fm e JE AT BT 4155, IR ST A 5T AT

Maintain a good appearance at all times respecting the company hygiene policy and procedures.
TREF RIFAICEACER, a0 27 AR B P A BURANITRE .

Greets guests (by name when available), offers assistance at all times and guides them to the
section required.

s N CAf AR AR N85 5 JTFZETT, 482 e NBRABEAIAT] o /5 22 4 51 A3 ).
Receives guests in a professional and friendly manner, satisfying guest expectations from arrival
through to departure.

PRV AR B 7 AR 2 N, MBI 21 12 1 2 25 N HO T,

Escorts guests to their rooms if requested, points out the nearest fire escape and briefs guests on
facilities in the room and assists them in unfolding their luggage.

W R T G A2 N B P la], e N FE s ) 7 I E A 28 o R i, [RIN g H AR AT
)

Watches for any unusual person or activities and report them to his supervisor.

REATAT T8 BB N B AT G sl JF S iy B 4%

Maintains an up to date knowledge of the hotel and local services supplying information and
responding to guest queries.

I8 I 8 7 85 T RO s DA B R A IR 55 5 0 O R P gl 7 72 ) 5 1) 8 A 22

Maintains awareness of guest profile through Opera or similar guest profile system.

TREFR N FORL I BE Bl Opera R Al 2 2% 1 R4t

Attends all guests' requirements and reports on the spot all complaints to his supervisor.
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EEAERENNESR, I N Bikss B9
e Ensures that the guest luggage is carried from arrival point to room and from room to departure
point on check-out.
TRUEZE N BIAT 24z AN B3k o5 ) 2 25 1K B T 5 1)
e Deals promptly, efficiently and pleasantly with incoming calls.
ok, ARG AL ER
e Handles all messages, mails and packages for guests and staff ensuring they are delivered at the
appropriate time in a professional manner.
NENCHFAKES, WM, JF H A TG SRR DLk i) 77 8% Nikik.
e Delivers morning newspaper to rooms.
&R AR BB N 5 6]
e Maintains the daily function board and Opera or similar notice board.
LA HH DI RECRI B AL A 2 4R
e Replaces doorman whenever necessary.
2 T L ] E A A
e Moves promptly luggage from one room to another in case of room changes.
e b S OE BHEAT N — A 5 R = 2 55— b3 ]
e Suggestively sells hotel promotions, outlets and facilities at all times.
FEATART IS fi (12 2E 0 5 IR 4, 0 s 30
e Regularly checks the lobby and front of the house area, ensuring it is clean and tidy.
B DT H R KSR g F) X sk, ORUEHE VS AR5
e Ensures Concierge desk and store room is clean tidy and well organized.
B IRAL 52 & AIAF A Dy 1) T80, A 2%
e Applies the reporting and logging procedures as instructed.
I R i i A H D s PR v de =
e Establishes, promotes and maintains good public relations while meeting and exceeding guest
expectations.
FEAL, fRBEAZERF RIFH) AR R, [RII 2 JR e N8
e Maintains regular and effective liaison and a good working relationship with the front of the
house sections and other departments.
REFAE A AIERR, IS5 s A AR S T IR RF R PSR R R
e Receives from General Stores all front of the house stationary and stocks and delivers to the
department concerned.
M A TS B B A7 i (0 B ) O HLIR IR AR G T]
e Maintains an awareness of the car park and front entrance at all times.
I ZVE B A5 2R I AT T T 5 42 A5 L
e Co-operates in the performance of any reasonable task requested by the management.
W& B LR 58 B 285 B I IR AR
e Adheres to all hotel policies and procedures.
TELATE T e R o o B

Security, Safety and Health{g &, %45 @
e Maintains high confidentiality in regards to guest privacy.

RKEZFNEHA, REFEEHLETE
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Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wil e Ne o DA AR i BEAT 0y, S s 22 3 DA S 22 AR AR T HE R

Notifies housekeeper regarding lost and found objects.
RTINS, SIS 5 025 s 7

Ensures that all potential and real hazards are reported appropriately immediately

e N R IR R AT ATV R B S S

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

NG K, B RF L LA S I R BT 5

Follows emergency procedures to provide for the security and safety of guests and employees.
HAP T R REIE IR, URIER N LR R T2 4

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

PASCR 224 i 7 sUEAR, bt o B & Rt N

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

WL AT RERI SR G O, IF A o RTE HEN 5

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

RFFIREDN N BA, FHa, BCRMGER, BiRESIRE LT N

Competencies/g8 JJER :

Good command of English.

R HI9ESCRE ST

One year experience in 5 star hotels.
—HE RN E AR

Interrelations/ EAHEER

Liaises with other members of the team and all sections of the uniform services department to ensure
smooth operation and develops effective relationships with guests.

SHAMAA IR, MREERIEREE, 5%, ikt ZHitX, =HEUAS SRR
FESTAT AR AR, DTS 36 e DAL 2 AL X R R -

Work Conditions/ TAE %44

Regular hours with extra times occasionally.
IEH AR TH], SR .

Date
H A

Reviewed By

HIZA

Approved By

CEWN
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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 C T AEFF AR BL B RIALER BT, IR AR AL ER SRR J9 iR R E RIS S
KT SR T BER PR T I 2 2 A R LR ST . B 35 BhaRA 1 IRl S R #E AT T B £ i
REGERE: BT IFER S PR KR IHRTE A NERE . M IR B AR 2 R BRI N e

Employee Signature Date
R H 34

4
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



	Security, Safety and Health/保障，安全与 健康

