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Title: Executive Lounge Valet
iVIA AT BUB R E K
Department: Executive Lounge

HhI AT B B

Hierarchy: Reporting to Executive Lounge Supervisor
EE S [Fa) 47 IO JER = A 4
Direct Subordinates: N/A

HETE AT

Indirect Subordinates: N/A

FEERETE AT H]
Category/Level: L6

P9 6%

Scope/HR AEVE -

e To ensure a quick, professional and friendly assistance to all our guests staying in the Bavaria
Club Lounge and to provide them with all the services related to the Bavaria Club Lounge.
FE R NEATBON AR JZ Ay BRI RE . £l KUribrgl, FH4ALpra 17 Bom i
RS -

e To ensure all F&B set-up is provided as per the BHI policies & procedures and to provide the
guest with high personalized services.

B R BT R 4 TAERS & AR 5 BAE A I BUR TR T, N R R IR A4 iR

%
Responsibilities and Obligations/3t4E & X 55:

e Sets-up the breakfast buffet, the afternoon tea service and evening cocktail service in the Executive
Lounge.

ATATBON R R B, RS, RS R R S5 e & A
e Prepares the daily inventory of mise-en-place and the maintenance of the stewarding equipment.
xF H W e TAE DL F R 4e i TAR TR A .
e Checks on daily Food and Beverage requirements for the store requisitions.
RERHABER, HESOCESHHIE.
e Secures all requisitioned items from the Food & Beverage and general stores for use in the Executive
Lounge.

TR BT A Tr) A0S DA R e 4 190 20 ot 250 FH 147 BUIP JBR o
e Ensures that kitchen and pantry areas are tidy at all times.
TR B P DA S Bt i = 0 4 AR i
e Maintains fresh stocks in refrigerator.
R BT A S it A7 JBAEDKAE 7
e Maintains a breakage report and updates the cleaning schedule.
MRS, TN
e Cleans the tables, ashtrays, chairs, walls and floors at all times.
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XS, MRACHL, e, S DA I AT I v

e Checks that all Food and Beverage equipment is in good working condition (informs engineering,

makes reports and follows-up).

o MEMARUBHE, WRHIRS RIFISIFIRGS CER IR, Ml T RED

e |[s attentive to the high standard of service to all Executive Lounge guests and ensures all needs of the

guest are at least met if not exceeded.
TR AT B R 2 NS R E IR 55, TR DR S 2 AE N A3 SO TR) 110 &% 25 B 7R SR A3 A2
e Co-operates in the performance of any reasonable task requested by the management.
H1EE R B R e S B TR 55 .
e Adheres to all hotel policies and procedures.

AT T T BUR MR .
Security, Safety and Health/fgf&, 224K {e ik

e Maintains high confidentiality in regards to guest privacy.
KTHNEA, ERFFELEN.
e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR NBA AT AT BEAT 9, S ) S A PR S 22 AR T Sk
e Notifies housekeeper regarding lost and found objects.
I FEAT B R S R 55 R
e Ensures that all potential and real hazards are reported appropriately immediately.
XN S I A A5 AT ATV A B SE RSB R
e Fully understands the hotel’s fire, emergency, and bomb procedures.
FAHNBE KR, B BUE L SR E BB «
e Follows emergency procedures to provide for the security and safety of guests and employees.
BAF T RSB RO, DURIER A& R T2 4.
e Works in a safe manner that does not harm or injure self or others.
LIS 224 i) sR0AE, et & KB
e Anticipates possible and probable hazards and conditions and notifies the Manager.
TP RERI GRS BG B,  JF S o R BN B
e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
conduct.

RFRAENNPA, B, CRMER, BRES AT .

Competencies/gé /7&K
e Good command of English .
o RIFHIZEICN I BE
e Three (3) years experience in 5* hotels.
o Z/DIFESEINIE TIELL .

Interrelations/ EAHEE R :
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Liaises with other members of the team and all departments to ensure smooth operation and develops
effective relationships with guests.

BT 01 DA K T A LI AR B ORI I e 0 F 5 s NS R R &

Work Conditions/ TAE %t
Regular hours with extra times occasionally.

H AR E], BRI

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.

2N C 1 IFNAT L BB ER BT, IR AR LG 5 A7 HR R4 i 2% B R 588 i R B
FITEr o SR T BEZ IR T2 5 2 2 A R IR ST . B 35 BhaRA 1R IRl S R AT 1 B &
KHPERE: R TIFER 2R R IFIRT I NI RE . P BB 2 B bR R K2 N S

Employee Signature Date
R H 3
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