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Title: Executive Floor Manager
HRAL ITBURE R A
Department: Executive Floor
| ITEEE
Hierarchy: Reporting to Executive Assistant Manager ic of Rooms
TEAR R [ 736 %5 s B B AT OB S AR
Direct Subordinates: Executive Floor Supervisor
HEZE TS TEHETE
Indirect Subordinates: Executive Floor Hostess / Valet
FEENE AT BURE 2 UL 53 58 K
Category: L4
)
Scope / BRBETE -

Manages the areas of Executive Floor in order to ensure customer satisfaction and to maximize
the profit of the hotel.

P ARV AT B S A XA, R 2 P i B L ST T A i e R A

Monitors departmental control systems to ensure that costs are controlled, forecasted revenues and
occupancies are obtained and that the product quality standards are maintained.

BRI R G, BAORAEHIEE T RA,  FRAGI S W T A S AE SRS R, 4ERF i
JiR R

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.
%fﬁﬂkﬁﬁﬁ,%ﬁ%ﬂlﬁﬁﬁﬁﬁﬂﬁﬂ%ﬁﬁ,%%#%%ﬁ%ﬁlﬁ&&%
SRR

Responsibilities and Obligations / BR &t & X %5 :

Ensures that the main responsibilities of the different sections of the Executive Floor are
implemented accordingly.

B R 2R EAT BUE 2 25 20 B T 1B AT A R A IR BT

Monitors the Executive Floor quality service and ensures conformity to the company service
standards, policies & procedures and local regulations in order to achieve customer satisfaction
and to preserve the quality standards.

B EAR AT B Z RS i, R IR AT & E s EhnitE, R DA ik, PASK
R, RIF AR

Ensures that all the staff is effectively trained as per the company policies and procedures in order
to meet and exceed the customer expectation.

R % 23 B T T A D3 AR I ) BOSR AR e 42 52 R 35 I, DA 2 R B s A0S ik 5% 64 39
208
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Ensures the Executive Floor areas are maintained in excellent condition and cleanliness. Monitors
maintenance requests procedures and regularly inspects guest rooms, corridors, lobby, public
toilets, etc. to ensure proper maintenance and cleanliness.
B DR AR NEAT BURE 2 IR AR RF R U7 OB DL AR . B 49 iR R, X & by
EJR, KE, A2 A I TR A, AR OR & XA B RO A 4R, 00 2 IR 35 R
Applies the standards of appearance and hygiene on all staff.
PP 53 TPATI JE A AR B S AR e
Monitors Executive Floor staff to ensure those known repeated guests and other VIP’s receive
special attention and recognition.
B AR AT B 2 A T, B ORI B 25 DL B Bt FE SRR IR R E DA IR
Handles effectively all guest complaints concerning the Executive Floor department, taking
corrective action to prevent recurrence and convert the guest into a repeated customer.
AR IS EARRNATBOE Z R B2 NFEVF, SR IEFie it 2 G e R A5 0 B O A, IF
K2 NFAZ N AR %
Co-ordinate proper actions with other departments, inform Executive Assistant Manager i.c. of
rooms. Review all log books related to the department daily and take corrective action when
necessary.
HEETIOMA, JFm B8 BESRATEEL SRS, FHERESET IR HE, B2
KA IEFE Tt o
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.
R, B/, AKX, BRULPIRESLA R SRR, il S &AL
PAS REFHIAE X R R
Works closely with the Housekeeping department to turn rooms around with a minimum of lost
time and to allocate arriving guests to accommaodation.
SEFIEE A, ERMKSERNREEE BB, 2% 2 S % AN,
Maintains a close coordination with Guest Services and other departments such as Front Office,
Housekeeping, Food and Beverage, Sales and Engineering.
55 IRS 0 LI EMNRT TS, B SER, B, B, TAERAEE TR A .
Conducts daily briefings within the department where daily operational information is provided to
the staff.
HAFITHIRS, ARTRMESRNIEERER.
Conducts a monthly departmental meeting where the staff could express them selves and give
neW ideas for the operation

HAETTH AR T2, Ak R RIAARE, A e R N\ AR
Conducts evaluations and appraisal skills meeting every six months to reevaluate the staff and
make development plans for them.
AN HHLR R A THBEVEE 2, X 53 THET PG O H 2 S N8
Ensures that all tasks of the different sections of the Executive Floor department are implemented
by the staff as per the policies and procedures of the hotel.
B OR 03 AR 58 B S AR IEAT BORE 2 % 20 8 T ) AR, S8y S BURAE 7
Maintains careful control over costs in the Executive Floor department such as overtime, room
supplies etc.

FEf ARAATBOE Z T VE B A, WindE, & EMssE.
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Analyses and approves room allocation, VIP amenities and up-grades attribution according to the
internal policies and procedures.

R E NBCRARR, AR b5 i, ST & LB T R H .

Assists the management in the preparation of the annual budget, forecasts, replacements and
investments planning and capital projects.

P B RAE PN RUHER R, T, B SR BRI R AT .

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

WiRITHZE B, HEN, HETBEE s EY s, 57T RIFEPIRE .

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

WIPRIBIIN A SN E, B 51 TAR LSt i b ot 0 25 IR 55 -

Selects new Executive Floor employees who meet position specifications in accordance with the
company policies and procedures.

AR P S AR P 07 126 145 - 1 A7 K ) AR AT BURE /25 07 T

Ensures Executive Floor policies and procedures manuals, service standards, tasks lists and job
descriptions are complete and kept up-to-date at all time.

B OR 58 B EARANEAT BUE 2 I BCRIE P T, RS, ATS5IE LA R b dtiid, I HLRE
IS AT BT

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

BRI 2 T3 ZAGRIP I N SR

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

TR A L 5 BAR B AN B E e, )RRk,

Assists all subordinates in the accomplishment of their job description.

W TEAT KA R BT .

Sets up and maintains ongoing training programs in the Executive Floor in conjunction with the
Personnel & Training Manager.

BHNFERIFINAEB i, @A IF4E R DA AT BUE 5 508 B 5 IR

Maintains a monthly overview of vacation and public holiday balance of all his staff and delivers
a monthly consolidated summary to the Personnel Manager.

B 0 A TR LG @ R ARG kAT g it IR AFE Rt LR
Assists in the annual development of a 5 years business plan as related to the rooms department
taking into consideration both company strategy and local economic and development factors.
PSR b R R A BE R T SR D S5 FHORER 73 W g, AR RE T G 2% L& B30 i ik
W& Je 2t 5 R IR &

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

TSR E BT, B IRAE SR G LA T &

Knows the operational use and available facilities of the PMS.

TR B R G HIE B D Rg LS e AT Bt .

Ensures that Executive Floor employees promote inter-hotel sales and in-house facilities.

B R SR EAT BORE 2 53 e ) A B 300 H BASL S Y 3 -

Performs other related duties and special projects assigned involving a great deal of guest
relations tasks.

3
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.113

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 40F5

JEAT FLE AR T DL R R E R K E R R R AR IRIUE

e Cooperates in the performance of any task requested by management and adheres to all policies
and procedures.
AR B S R TARESS, JRAEI R i sy 15 A BURRE 7 .

e Fulfils all tasks and duties of the Executive Floor hostess and supervisor when necessary (check
job description of Executive Floor Hostess and Supevisor).
E D5 BN JEATAT BURE JZ U0 53 DA K A8 IR 55 SR BT (O D0 2 A8 S AT BURE J2 s 53 B e
AL VA3%Y)

Security, Safety and Health / {£f&, 245 RE:

Maintains high confidentiality in regards to guest privacy.
KNG, DRIFE L.

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

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 A R Pt AT A Y E B SE Y G

Fully understands the hotel’s fire, emergency, and bomb procedures.
NG I, BRI A SRR SR

Follows emergency procedures to provide for the security and safety of guests and employees.
AT RSB R, MRIER AN R T2 4.

Works in a safe manner that does not harm or injure self or others.
PASC 224y 7 AR, gl fo 3 & St .

Anticipates possible and probable hazards and conditions and notifies the Manager.
AT Re SR B E oL, I St A BN A .

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

conduct.

RFFRAEDN N A, R, OFENER, BRESIRE AT,

Competencies / & 7 ER

e Good command of English and 2 other languages
R AP S I ATE F e .

e Five years experience in 5* hotels.
Z/DBIES B R TR .

e Good knowledge of Microsoft Excel, Word, Outlook.
AgrEIEMicrosoft/p A, tnExcel, Word,Outlook,

Interrelations / FHHEE R

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.
HHEAWMITRSR, MREENIERIZE, 55E%, Bttt ZirtX, 2R L& REN
AR R, IS QG A LS A X S R
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Work Conditions / TAEZA+:
Regular hours with extra times occasionally.
IEH AR TE], A8 R I3,

Date
H 1t

Reviewed By
HRZN

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.

Z N C I ATT L B RATER ST, FRANE I B A2 HR SRR DR 2Rk F R 580 5 I
FITEr e IRTBELIOR T I S R R LIRSt AR 3 BRI R S R #EAA T B & i
RIHERE: BT IR PR R EITRIT A NERE . W R B2 SRR N

Employee Signature Date
R H 34
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