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Title: Executive Lounge Hostess
HRAL AT B JRR AL
Department: Executive Lounge

| A7 BT R

Hierarchy: Reporting to Executive Lounge Manager
ARG 3R AT B SRR 22 3

Direct Subordinates: Executive Lounge Valet
Hg % E A AT B JAR R 55 1A
Indirect Subordinates: N/A

CIREN AT

Category/Level: L6

KA 6

Scope / BRAETE H:

To ensure a quick, professional and friendly assistance to all our guests and to provide them with
all the services related to the Executive Lounge ensuring customer satisfaction and maximizing
the profit of the hotel.

NEZRMERE, b, AUFRhE, IREITE STBON BRI, SAMIRER
TR, AR A B KA

Responsibilities and Obligations / BR3¢ & X % :

Ensures 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.

DR AR S5 3T I S 3 e e, AR LSO NS I, DR DR 5 25006 1 B A ot e
Ensures a smooth operation at the Executive Lounge and fulfils all tasks and duties of the
Executive Lounge as per the company policies and procedures and handles day to day functions
such as arrivals and departures and information requests.

B Ok 2R EAT BOW JERINZI2 S, W0 ORAT O JER A 5¢ A S B 91 B JE AT A& AR ML 1
EHAER BT, MM EE TEDANE, B85, BEHRER.

Maintains a high performance standard, knowledgeable, friendly and courteous when dealing with
the guest. Maintains an up to date knowledge of the hotel product and local services and supplies
information and responds to guest queries.

MRS EEN, WGARISLN, PG AhF, AN S BRAEECHT WS 7 6 SO A I
SRR, DMEAE R M I 45 7 [ %

Checks VIP suites and amenities and updates guest profiles with preferences and special requests
and updates the information to be correct and current.

KBVIPE DG L% 548 i, S HAERA K T2 I ARl R B 2 P R R

Ensures guests receive prompt, warm attention and personal recognition.

B DR AR S, AR I SEAN MR IR SS - o
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Receives guests in a professional and friendly manner, satisfying guest expectations from arrival
through to departure. Greets guests by name when available on their arrival ensuring they feel
expected and welcomed, escorts them and explains the hotel and suites facilities and services.
PRV A I AL R 722, ANEE 2 415 21 B S R A2 h i 4R 0 o) i = i 9% .t ]
RE, FEFEZHRIE IS LA FRIE, A FLRA2 B AT ISR B AU, 47328 5 25 1) 1) B[]
HA)E K s B A IR S5 -

Provides secretarial assistance to the guests and ensures smooth running of the Business Center
checking that all in/out faxes, messages are delivered.

NERRBIIRSG, MRESTOWIEREE, RAFEREER, E8RIKIE.
Ensures that the business center is always in order and ensures that all supplies needed are
available.

TORT 25 TR O RR P IEAR,  TRORFT A i IR N .

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

BRI B DA B S s B B0 . BN ST = IR B R 5

Takes necessary actions in the day to day EXECUTIVE LOUNGE functioning, follows-up on
shift check lists and daily reports.

Z 5 WA AT BOB R & 5 LA, BRBEPE R A 50 DA R HAR S .

Blocks suites for Executive Lounge guests and coordinates with Guest Relations regarding
amenities.

N EARANEAT B 2 5 25 Tl 25 5 01 5 TR 20 ) R ERVAN I 25 55 45 il A 2%

Prepares next day and same day amenities requests.

AER U A K 2 H B 46 il R

Reviews folios one day prior departure to ensure that charges and billing instructions are correct.
ERE R R IR, BRI, K EHER .

Handles effectively all guest complaints, co-ordinates proper actions with other departments and
informs the supervisor and follows up.

Mg AL F s, SHE STV RRDCHE N f i, 4R 58 IRk

Ensures high level of appearance and grooming.

TR AR A0 ORI S B 1B -

Ensures that the guest receives the accommodation he/she is expecting.

Bl DR A2 7 B A B S TR R 5 K

Maintains effective communication and good working relationship with all related departments to
ensure smooth service delivery.
SMRMITAEFAROE UL RIFRI TR AR, MRS FRMST iRt

Serves drinks to guest and assist waiters whenever necessary and ensures that the lounge is always
manned.

NEZRMEYOR, L E IR PP IRSS 51, B ORAT BUW iR S B W 4G 2445 NABE .
Maintains awareness of guest profiles through the Opera guest profile system or other similar
system.

It FidelioB B R UERE B RSG T BT,

Knows the PMS functions, processes accounts from check-in through to check-out, ensures
posting of food and beverage and ancillary charges.
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TN S ARGThEE, WEMNELBEIENIKSER, #iRe s, K EE 5
WCAJK

Receives payment by cash, check, credit card or account, adhering to company Credit Policy and
provides Currency Exchange service.

PR AN AS B, DAL, SO, R -REIR BB AT, 3R (52 1 St ik
%

Balances accounts of day’s business at end of shift.

2 H YRS AU 0 24 R MK 55 30 AT 45

Records all instances of refused business, with reasons for refusal.

W B RBABN AL AEN, IR AR IR A

Checks the City Ledger bills at the end of the shift to ensure that the billing and attachments are
correct.

FE 24 H PR R 5 RN AG A (RIS HE T B, 0 ORI A G 5 R K B PR F) A A

Deals with all guests personal requests such as flight re-confirmation, meeting schedules,
secretarial liaising requirements.

AEERFTA 2 NBOESK, InfiBemin, <WHE, BB AT RSS K55

Ensures that the supervisor is informed of all developments and complaints on the EXECUTIVE
LOUNGE.

[e) 0 1) 2 o EE AR S AT B JoR A D 9517 400 DA SRR 8

Reports all handover issues in the log book.

fEHE ISR A AL L

Implements all tasks related to his/her duties according to the policies & procedures of the hotel.
AR 5 BOR B AR B AT 5 ST R AR5

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

FEHRAAKE WY, ZREREN, N5 ETECR.

Maintains operational equipment, computers, other administrative and operating supplies, assets
in excellent condition.

PP B, K, HEeTEiEEOSEN . SR AR RIFIIRS .

Maintains appropriate standards of conduct, dress, hygiene, uniform appearance and posture.
PeRFRIFIIAT R, B, DAUEIRE & bk

To be familiar with the Hotel’s emergency procedures.

B E R BT .

Assists all colleagues in the accomplishment of their job description when needed.

o RIS i B L P A () S 5 RO R A HR B

Co-operates in the performance of any reasonable task requested by the management.

P e B R BN SR SR I BT % 22 4k

Adheres to all hotel policies and procedures. Acts as Supervisor when absent.

A BORAE T, 7 8 ANE R AU TR

Knows and uses the company marketing programs.

TR AR T E T

Knows the operational use and available facilities of the PMS.

TR R P AR G IS E AR DL R T R T RE .
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e Promotes all EXECUTIVE LOUNGE facilities and services, inter-hotel sales and in-house
facilities.
HET B AT A AT B JER Ve S IR 55 ik B B 7 i R s A 1Rt

e Performs other related duties and special projects assigned involving a great deal of guest
relations tasks.
JEAT FLE R AH R HR BT LA S EL A BE iR 5 5 25 58 R R RF IR AT 55

e Cooperates in the performance of any task requested by management and adheres to all policies
and procedures.
e EUE PN BRI TARESS, I I HBCRRE -

Security, Safety and Health / [, &4 R{EFE:
e Maintains high confidentiality in regards to guest privacy.
KTHNEA, PRIF AL
e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wad e Ne o TA AT 5EAT e, S ) e 2 3 R 22 AR 1] S i o
e Notifies housekeeper regarding lost and found objects.
B EUEATE RN, PS5 FA B s B
e Ensures that all potential and real hazards are reported appropriately immediately.
e I R IR R AT AT AR B SR R S
e Fully understands the hotel’s fire, emergency, and bomb procedures.
NG g, BRI LA SRR SR
¢ Follows emergency procedures to provide for the security and safety of guests and employees.
AT RS, MRIER AN R R T %4
e Works in a safe manner that does not harm or injure self or others.
DA 2247 A, e o E & KB
e Anticipates possible and probable hazards and conditions and notifies the Manager.
TR FT REHI G R BG B,  JF I o R BN 5L
e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
conduct.

RFFRAEDN N AL, R, ORI, BRES KT8,

Competencies / B8 T ER:
e Good command of English and one other language.
AIREPR IR L A — 1S .
e Three (3) years experience in 5 star hotels.
Z/DIFEER R E ALK
e Good knowledge of Computer: FIDELIO or similar PMS system.
AT ENERER RS, PR Fideliosk # H e UM IE & H R 5t

Interrelations / MEERER:
Liaises with all departments to ensure smooth operation and develops effective relationships with guests,
business partners.

SHEPAITE1E, SREEIAEE, @A =R LS SRR .
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Work Conditions / TAEZAk:
Regular hours with extra times occasionally.

I AR A, AR PEAT I .

Date
H 39

Reviewed By
EE 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 B A7 HR SR b 2R B RF 58 i 1R B
FITEE e IR THER PR T IR R E B THRIRTT . #0R3H Bh A 10 R S A AT B 5 i
KHJERE: R T IR IR R I IRT NS RE . P A2 B bR R oK 2 N

Employee Signature Date
AR H 3
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