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Title: Storekeeper & Water Treatment Analyst
YR 44 FR JE A ek Ab B 51

Department: Engineering

| TR

Hierarchy: Reporting to Assistant Chief Engineer/Duty Engineer
s TR B T AR

Direct Subordinates: N/A

HEZE TS ANidE H]

Indirect Subordinates: N/A

)% T )& AN

Category: L6

=il 6%

Responsibilities and Obligations/BR 31 Y 4

Handles suppliers when requested.

i LI 5 A N AT VA T

Contact suppliers and outside contract service.

AR LA A AR B AR BL R BEAT IR 2R

Set up and systematic bin card system for all items in engineering store, including tools.

N TR T RN KA EAY LS BN RILR R R G

Prepare purchase request, check quotations, suppliers and contractor if Necessary, and follow up
progress of purchase.

FETRENSHE R, R0k, BENIR . AR BRTSE, JFERIERIGHIHERE .

To keep a record of daily material consumption for compiling monthly report.

XFHEE TR IATIES, AT MR,

Issuing of tools and spare parts from engineering store and update daily store stock by computer.
MREER G A T H g A, IR HAZR A

Must be able to handle high volume of work sometimes under pressure and meet deadlines.
BEMSTE [ ) AL B8 B ) AR IR AE il S BRI ¢ ko

Co-operate & liaise with his superior, various tradesmen.

5 EF B REEWEIIGIE, EILBRERR

Do water treatment and records

BER AT /KA 56 i ¢

Inspect boiler operation statement

o A IEAT IR L.

Do pollution discharge of boiler water

B KA.

Job Knowledge / Skill/ZF W &0iR+: 68

Co-ordinate with Engineering operation & Maintenance.

P TR AR S 4ET IR IRAI R R
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Especially need to strengthen contacts with Purchasing and Receiving
R DL R Wb PR A ) ARG 3R
Be familiar with water treatment knowledge.

HAFLR BRI B0

Security, Safety and Health 4, 24 & .

Maintains high confidentiality in regards to guest privacy.

KTBENEH, RIFEEEN.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wi Ne TA AT 5847y, SN ) e 22 3 R 22 AR ] S i o

Notifies housekeeper regarding lost and found objects.

B BRI RS, SN R0 5 R

Ensures that all potential and real hazards are reported appropriately immediately.

TE A R Pt AT AT Y E B SE R S

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

NG K, BRI LA SRR TSR

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

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

PASC 224y Jy sCEAE, gl S 3 & FAt N .

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

TR F] BEH) SR BTG B, JF S o R BN 5

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

RFFREDN N AL, BR, OFEER, BRESIRE AT,

Competencies/BE /7 E K :

Good professional technique & experience.

RV AR AR R AR 2

Work Conditions/ TAE2&At:

Regular hours with extra times occasionally.
TEH AR 8] 548 2K (R N E R 18]

Date
H 1

Reviewed By

G YN

Approved By
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GEWN

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 YN C 7 RIFNTT L BB ER BT, I AR L B A7 BRS04 S 2K 18 L )
FITE o SR T BUER PR T IR 5 2 2 AT S LR DT o i 35 BhARA T [R] S R # AAT ] B 2 f
KHPERE: R TIF R IR R RIFRTIA NI RE . P BB 2 B bR R i K2 Nl S

Employee Signature Date
AR H 3
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