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Title: Steward

HAAL 44 ¢ EH
Department: Food & Beverage
i IR
Hierarchy: Reporting to Stewarding Supervisor
£ 24 [N R o=
Direct Subordinates: N/A

HEETR ANEH

Indirect Subordinates: N/A

[E1E 7 e AT

Category: L7

) %
Scope/BR BT 5. FH -

e To conduct duties in the assigned Place of Work and provide a courteous, creative, efficient and
flexible service consistent with Bavaria Hotels International Standards Policies & Procedures in
order to maximize guest satisfaction.

o NIRRT IR, RO AR E BRI S b R BORAREF?, $0AT TR 7
BEHI IR DR B ACES « BF R ROR RE IR 55

Responsibilities and Obligations/BR 51 X %
e To provide a courteous, professional, efficient and flexible service at all times, following Bavaria
Hotels International Standards of Performance.

F IR (AR [ bRt s Sk e ), IRFFIRAE AL Bl m RO G 1R SS -

e To perform all duties and tasks in the assigned Place of Work to the standard set.
FRIE R E B HERAT A M 5 BT 23S B0 BT BR 53 FIAE 55

e To be entirely flexible and adapt to rotate within the different sub departments of the Food &
Beverage Division or any other Department of the hotel as assigned.

REWS 58 4 RE TAF, IR B S AU 70 8 B A 8 T B8 73 BC R 5 A 55
e To perform all duties and tasks when rotated or assigned to another Department.
HEe a2 FAm AR 1T, $AT T ER ST AR S5
e To be fully conversant with all services and facilities offered by the hotel.
i 30 A8 P s £ 04 B I R 95 AT
e To perform opening and closing procedures established for the Place of Work as assigned.
2 8 A 3 P 20 B ) 58 B BT 17 ML A SR T3 T IR Y
e To ensure that the Place of Work and surrounding area is kept clean and organized at all times.
B IR IR 2 DR AR £ SR S XA A Fe .
e To monitor operating supplies and reduce spoilage and wastage.
W Bz i T R AR IR AR 2
e To perform general cleaning duties as assigned by the Stewarding Manager (Chief Steward),
Supervisors, Executive Chef, Assistant F&B Manager.

PATHESIAE . B8 ATBCE BRI 2 P FE ) — BRI 5T
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To clean and wash dishes according to the established performance standards.

TR AN AE B SO AL Vi A e i 4

To clean and wash pots, pans and other kitchen utensils according to performance standards.

i GRS R T v P e A e A Ay JBE o FH L

To empty, clean and sanitize rubbish bins according to scheduled garbage runs.

PR B IR AL RTE S . TEBAEE BLIR AR -

To strictly adhere to the opening and closing procedures established for the department.

PR ST R T TR SE B TF T E VAR T THT AR FP

To have a thorough understanding and knowledge of all cleaning procedures, use of dishwashing
machines and the type of chemicals to be used.

TEREW AP E P DRV RE Y BRI B B A AL 2 F A A A

To ensure that the work area is kept clean and organized at all times.

B R AR DX A A R FF 5 AV o

To exercise careful use of operating supplies in order to reduce spoilage and wastage.

HARAE I8 b PR D AR AR 3

To handle guest and employee inquiries in a courteous and efficient manner and report guest
complaints or problems to supervisors if no immediate solution can be found and assure follow up
with guests.

I AR v S8 AR R 25 A0 B3 TR SR, S R V5 S R R R 5 4k A N ) = VAR s R 45
YR ) RO R e B 2 Y AR BRBE AR 100

To understand and strictly adhere to the Rules & Regulations established in the Hotel’s policy on
Fire, Hygiene, Health and Safety.

NS P e v St AN R A1 INERS SN 95 2 L1 aees'6 i Al P/ -3

To maintain a high standard of personal appearance and hygiene at all times.

AEMT R ] EPE, U525 28 SAL A O 1] AR AT 42 het

To report for duty punctually wearing the correct uniform and nametag at all times.

IR ARKF mbr S AACGRACE A B A

To maintain a good rapport and working relationship with staff in the outlet and all other
departments.

RFF ST A A AR T 51 T R AP BRI TAE R &

To attend and contribute to all staff meetings Departmental and Hotel trainings scheduled and
other related activities.

SIS AR Tl CHPRR WS B IR H AR A SSHE 3 .

To undertake any reasonable tasks and secondary duties as assigned by the Stewarding Manager
(Chief Steward) and the Supervisors.

PAT B F A FEME FHI L E AT S HE RS A 5T,

To respond to any changes in the function as dictated by the hotel.

i HEI )5 SR —HR 51 ) S5O At [0 Bz

To assist in carrying out quarterly, bi-yearly, yearly inventory of operating equipment.

IR BN RIS E WA AT .

To carry out any other reasonable duties and responsibilities as assigned.

JEAT I E S & HER T
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Security, Safety and Health/{fk&, 224 FfgfE:

Maintains high confidentiality in regards to guest privacy.

KT N, PRIF B

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
W N TA AT 5EAT 0y, S ) e 2 38 R 22 AR T] S i o

Notifies housekeeper regarding lost and found objects.

B EEAT B R S R0 5 R

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

XTI S I i i 5 AT ATV A B SE RSB R

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

FAHE KK, TR DL LA SR E BRI 2R

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

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

LASCH 224 i) sNEAE, ket & B & KdtbN .

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

TR FT REHI G R BG B,  JF I o R BN B

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

RFFREDN N A, R, OFENER, BRESIRE AT,

Interrelations/AH ELEL 2

Contact with all departments and staff.

AT TAORFFER R

Work Conditions/ TAE2&At:

Regular hours with extra times occasionally.

T AR 8] 5 48 2K AR B ]

Date
H 3%

Reviewed By

Bz

Approved By

LA

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
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improve personal abilities, resulting in maximum guest satisfaction.

EUN C T IFNAT L BB R BT, IR ARG A7 HR SR b 2R B RF 58 1 PR B
KT IR THERPUR T I 2 R 5L LR DT . 2R 35 Bh 3 1 0 [m) 3 R HE A AT 1 B i
KHPERE: R T IFERZE IR R IFIRT I AN RE . P A2 A bR VR i K2 N R

Employee Signature Date
R H 3
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