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Title: Assistant Executive Housekeeper
HRAL ITBEIE K
Department: Housekeeping
k] (EE !
Hierarchy: Reporting to Executive Housekeeper
TEARAT B ITHE XK
Direct Subordinates: Floor Supervisors, Public Area Supervisor, Linen Supervisor
HiE & HETE AH XS EE AR TS
Indirect Subordinates: Room Attendants, Public Area Cleaners, Tailor, Florist, Office
B4 T & Coordinator, Laundry Staff
972 S A AN/A AR R B N A WA N0 LAY ¥ (9
AN
Category: L4
) 4%
Scope/ER F Y il :

Assists the Executive Housekeeper in managing the areas of Housekeeping (rooms, offices, public
areas, corridors and stairwells, banquet function areas and food & beverage outlets) and Laundry
departments, in order to ensure customer satisfaction and smooth operation.

N T IBBBE B SR, FEIATEUE K USRS R IE W s e, BhER AT EHE R
X (BHERD . A% AKX B, T DREXMARRERT]) MBER
5o

Assists the Executive Housekeeper in monitoring departmental control systems to ensure that
costs are controlled and the product quality standards are maintained.

5 AT BUE ZR IR 142 1) 28 Gt ADRUEFZE ) AR AN G457 7 it o EE A v

Assists the Executive housekeeper in managing 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.
WINATBUE Z BRI IR, R TAEME AT SIS BOREF, 4R F IR MR i T
[ T RE LA S B AL AT

Responsibilities and Obligations / 34EF X %5

Assists the Executive Housekeeper in the supervision and running of the Housekeeping and
Laundry departments.

AT BUE I E S 88 S ATeA 5 .

Assumes overall responsibility for those departments during the absence of the Executive
Housekeeper.

FEATBUE R AER IO T, AIEFTA I TE IR DT,

Ensures that all staff in each section are effectively trained as per the company policies and
procedures in order to meet and exceed the customers expectation of services.
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B DR 700 1 T B BT A 53 AR BUOR AR P #6328 R, DAORAIE IR 5516 A2 BB 2 A1
W,

Prepares and maintains master lists for cleaning programs and supervises same.

A AP TSR SIS .

Inspects rooms, public areas and back of the house areas to ascertain established standards of
cleanliness and tidiness and checks all VIP rooms.

RERDG AL, 55 X 0 e & 28 S IE A B e, IR st E & .
Recommends rooms to be taken out of order for repairs, maintenance or cleaning jobs and
coordinates with Front Office and Revenue Management on the availability of these rooms.
R 5 R AEE R AEB B, RS &1F, XX een] i 5 E AT i e P .

Follows up on repairs and maintenance orders with the Engineering Department.

[F] TAE AR ER S B AN 42 5

Maintains Housekeeping storerooms and controls supplies and recommends new purchases.
REFEZFIBEPE, FEHI AL IF Had iy 32 HBT R 2K

Suggests ways and means to improve work practices and to reduce consumption of supplies
without affecting the quality standards as per the Hotel policies and procedures.

AR [ BRIl fs BB ANAR 7, 3 i AR I T4 AR T TR o R, E AN BT A
HERTHTEE T o/ N it BRIV E

Maintains a close coordination with guest contact departments in order to reach the highest level
of operational performance.

5 EIEEAE NBR IR RIFHIPMAR R, P BR A5

Attends daily briefings, communication and departmental meetings and follows up on matters
discussed.

ZIMHFE R SZRAMETTB BRI R R

Ensures that all tasks of the different sections of the Housekeeping are implemented by the staff
as per the policies and procedures of the hotel.

BIRE SAB &) 03 LA 8 AR, 3T 05 BURTE Y -

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 H XS 5 T RESA LA L% R ARG DLt AT S 4G, IR NS sR 4 LR R
Maintains careful control over costs in the Housekeeping as overtime, room supplies, amenities,
detergents etc.

PRGNS KRS B A, Bln: InPE. S HERLE . R Pk

Maintains daily and monthly attendance records as well as all logbooks (i.e. Master Keys Log
Book) and monitors the schedules for the baby-sitting service.

W¥EH. FAMEEHMTENE B FHREHTEDE RERBIRS .
Assists the management in the preparation of the annual budget, forecasts, replacements and
investments planning and capital projects.

OBl EZUE BN AUHE R AEEETEL, TN, B SR B R B AR

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

iR Iz E B, HENL, RETBEE LS EYE, AR RS

Ensures the Housekeeping areas are maintained in excellent condition and cleanliness.

IR R DI R R RS AN i
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Makes Periodic inspections of all areas to check on Housekeeping standards and issue necessary
orders to correct shortcomings.

E WA TR XA, ORI 2% s bR, R IEAE .

Monitors maintenance requests procedures and regularly inspects the front and the back of the
house and different part of the hotel such as rooms, public areas, corridors, staircases and other, to
ensure proper maintenance and cleanliness.

AT RIS, WA RTIA G 1 XKD, RS i o X3, Blansseps . AFEIX
s GEJER . ARERAT AR X, DA ORIZ L X S SRS S v

Ensures that the Housekeeping personnel are knowledgeable about the hotels’ services and
facilities.

TR AE 250 3 T RITIP E ) AIR 5% A B it «

Knows the operational use and available facilities of the PMS.

TR B R G IS D RE LA AT B .

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

ORI TAFACE, AU TR NS 4 & i iR 55

Applies the standards of appearance and hygiene on all staff.

PP 53 AL 2508 W JE A A 3R fe LA bt

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

WIRTERE FKIBBURIE T, IRSSAnitE, AT550E 5 DA R A iid v, O HLBER 0 k4T
SR

Ensures all staff is thoroughly familiar with the Hotel’s emergency procedures and that safety and
security standards are maintained the department.

BHIRPTA A LI RGEIIE LSRR, R R E I T 1857 N SR FP .

Assists in implementing emergency procedures when requested.

E 7 FEI i, Sl BhSE 5 SR

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

RIS S BRI NS imE bR, BRI BUREK

Assists all subordinates in the accomplishment of their job description.
WG TEAT R AR BT

Sets up and maintains ongoing training programs in the departments in conjunction with the
Personnel & Training Manager and advises the Executive Housekeeper if performance is not
satisfactory.

MNFEIE 2B — RIER T VESIF RSN T, WERPATICRARMANE, Nk
HFATBER

Balances staff working schedules to meet peak and slack periods while remaining within union
and labor law requirements.

HIEHREER, ROl BEE S, My T M7 ahiznlag, P 51 THE, 3 2 1l ey e
FARA /7oK

Ensures guestrooms and Food & Beverage linen inventories are maintained up to hotel standards
and quantities are sufficient for the operation.

FAOR T s MR AT S 1 A AN SO T 21 [ Bl s b, US89
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e Supervises and arranges the taking of physical inventories at the frequency determined by
Management.
I 8 B R EOR AR, B2 O R R A

e Works with Engineering Management and Interior Decorators on rehabilitation, or redecorating
plans. Maintains the internal renovation records, i.e. Room Décor Reference File, Room Décor
information Sheets, and Room History Records.
[F] TR AR B A S W Im SR E A B BT ), BN E e, . Bhdk
WS BRE R Bh P idsgdg.

e Ensures night cleaning operations of kitchens, offices and public areas within the administrations.

HRE G pAE S ALK BRGSO 2N .

Security, Safety and Health/{gf& . %4 KRB

e Maintains high confidentiality in regards to guest privacy.
RKTBENERL, REF L.

e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
W e NS TAART T SEAT e, SN ) 2 3 R 22 AR 1] e ik

¢ Notifies housekeeper regarding lost and found objects.
BRI A, S 5 RN 25 55

e Ensures that all potential and real hazards are reported appropriately immediately.
TN R IR b o AT ATV 1R B S S

e Fully understands the hotel’s fire, emergency, and bomb procedures.
PRI G K, B RE I LL SR IR B 56

e Follows emergency procedures to provide for the security and safety of guests and employees.
WY PR R SRR, PURIER A K R T2 4.

e Works in a safe manner that does not harm or injure self or others.
PASCRR 224 i 7 U0, a5t & B 5 st N .

e Anticipates possible and probable hazards and conditions and notifies the Manager.
UL AT BE SR BTG O, L2 o s BN

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

RIFFRAEDNANLAE, B, CFEICR, BiES &ATh

Competencies/BE /1 B3R :
e Good command of English and other language used majority by the staff.
AGERIGE L A —TTR T REMHRES
e Two years in 5* hotels in same position.
FES B 0 I AR IR B A7 TAE24F
e Good knowledge of Microsoft Excel, Word, Outlook, Fidelio or other PMS.
LEE IR Microsoft/p A4,  finExcel, Word,Outlook, BA % Fidelioml Ho e 1 ik 7 F R 45

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

HH PRI TR A RS M IEFIZE, SREUREIAKER LA RORR .
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Work Conditions/ TYE¥ 3% :
Regular hours with extra times occasionally.

I AR E], AR ZR AT BT

Date
H 1A

Reviewed By
HRZN

Approved By
GEION

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 BT, FEANBE I B A2 HR TR DR 2Rk F R 580 5 I
KT R TR PUR T IR 2 A 5L LR DT . 2R 35 Bh A 1 10 [m) 35 R HE A AT 1 B i
RIHERE: BT IR PR K IFRIT A NERE . WE IR B s 2 R R IR N

Employee Signature Date
TS T H 3
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