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Title: Doorman
HRAAL W
Department: Guest Services
#I] RS
Hierarchy: Bell Captain
T % AT 25T
Direct Subordinates: N/A

HE T AiEH
Indirect Subordinates: N/A
FEHETH ANiEH
Category: L7

255 72
Scope / BRBET0. F -

e 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.

BRI T 2 NAR ISR, VAR SF AR ST, % AR BT A AR IS RIAL T2 ARk 55

Responsibilities and Obligations:

e Applies and implements all tasks, duties and responsibilities as per the XYZ Hotels & Resorts
policies and procedures and service standards.
P I AR R BOR, R P IR S5 Fr e S AT BT 4155 BR 5T R 5T 4E

e Maintains a good appearance at all times respecting the company hygiene policies and
procedures.
TREF RIFIICEACER, a8 287 AR B P A BURANITRE .

e Greets guests (by name when available), opens the car doors, offers assistance at all times and
guides them to the section required.
s N (AN RERRIP LSS ), AHITZTT, 284 9% NIRBEARAT B i A4 51 A ).

e Receives guests in a professional and friendly manner, satisfying guest expectations from arrival
through to departure.
MFERARE BB R T, a8 LA AT 1) 07 S, R RIS

e Bids farewell to hotel guests, and assists with luggage.
HwNE R E NET .

e Handles guests’ luggage in a careful and professional manner and accurately hands over to Bell
Boy giving the numbers of units.

DA Co ATl (1) 7 2z 08 R AT 2 IR IR IR S 5 HER TR AT B8 TAT 8 A
e Advises guests where to park cars / offers to park cars and maintains a professional and accurate
valet service as per the BHI policies and procedures.

T R TR R A T AT AR I T RS 2T, R EE ARSI [ o s £ P U e SR 1l
RGO MEREY

e Keeps car park and front driveway clean and tidy ensuring no undesirable cars are present.
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RS E MBI, #RMT4E Y Lo 4.
Arranges taxis for guests.
N NIRAE ZE R 55
Watches for any unusual person or activities and report them to his supervisor.
RIUEAR 7 5 B N SR 84T I B 1) B 2k 75
Maintains an up to date knowledge of the hotel and local services supplying information and
responding to guest queries.
T RRETHI (S BAAM RS (E S, AR =R LN,
Maintains awareness of sales opportunities, maximizing revenue.
TP BN, RBRE R e .
Maintains awareness of guest profile through Fidelio or similar guest profile system.
HidFidelio®E A EERE (BMHERS) THERERE.
Attends all guests’ requirements and reports on the spot all complaints to his supervisor.
TR AR, ERRHEm R AR 3 .
Deals promptly, efficiently and pleasantly with incoming calls.
PR, i RO AT T F AT
Implements and applies all Bell Boy tasks whenever requested by the direct supervisor.
SERCH ELR R E R A AT 24 TAEIR BT
Suggestively sells hotel promotions, outlets and facilities at all times.
R T LA IE Bl , Rt DA S s it
Regularly checks the lobby and front of the house area, ensuring it is clean and tidy.
JE Wk A KA, AL G RTRIN HAR I BAAE DL, B IRIA 2R KRB .
Ensures concierge desk and store room is clean tidy and well organized.
WIRAL T AT D T, BIH .
Establishes, promotes and maintains good public relations while meeting and exceeding guest
expectations.
FEN B 2 B R @S, ) R E R RIFIE AR R
Maintains regular and effective liaison and a good working relationship with the front of the
house sections and other departments.
SIS — B0 T S e R H A R0 R TAE R &R
Maintains an awareness of the car park and front entrance at all times.
AN T NP NI 795 o8
Co-operates in the performance of any reasonable task requested by the management.
P se B B R BN RESR B A BT 55 .
Adheres to all hotel policies and procedures.
AT IS BURAR

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

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

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR N B TAATAT AT BEAT 0y, S ) S A PR R 22 AR 1) ek

Notifies housekeeper regarding lost and found objects.

B EEATB R, S R0 55 B
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e Ensures that all potential and real hazards are reported appropriately immediately.
TN R I PR AT ATV AR B SR AR B K

e Fully understands the hotel’s fire, emergency, and bomb procedures.
FAHE KR, B BUE L SR E BB «

e Follows emergency procedures to provide for the security and safety of guests and employees.
WY PTA RSO E, PLRIER AN K R T2 4.

e Works in a safe manner that does not harm or injure self or others.
LIS 2247 A, et X E & BN

e Anticipates possible and probable hazards and conditions and notifies the Manager.
TR T RERISE R BG IL,  JF S i R BN 5L

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

RFFRENNEAE, B, CRMGER, BRES kTN,

Competencies/BE 7&K
e Good command of English.
RUFIJEE IR 5 Re

e One (1) year experience in 5 star hotels.
/> ETRRE TESR.

Interrelations/ EAHEE R :

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..

SHABPA IR, SREENIERIZE, S5%, bk, ZirtX, 2R DLRS IR
LA RIER AR, 9IS G13E e DAL AL X &

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

I AR A, AR PEAT I .

Date
H 1A

Reviewed By
CEP YN

Approved By
CE N
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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.

Z N C T ANAT L B RATER ST, JRANR I B A2 HR SRR iR 2K E R 580 i I
FITEE e IRT B IOR T I S R R LIRSt A0 B R R SR #EAA T B & i
RIHERE: BT IR PR R ITRIT A NERE . W R A B2 BRI AR

Employee Signature Date
TS T H 3
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