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Title: Floor Supervisor

HRAL HETE

Department: Housekeeping

k] B oKD

Hierarchy: Reporting to Executive Housekeeper
TEARAT B ITBUE R

Direct Subordinates: Room Attendant & Staff

Hg % 55 RS A R R L

Public Area Cleaners
I FEXIIE TS R
Office Coordinator

PAY/NE
Indirect Subordinates: Tailor
FEHETH PSR

Florist

1L

Laundry Staff

VEA 7 2 T
Category: L5
ol 52
Scope/ER F YL :

Creates the liaison between Executive Housekeeper, Front Office and Engineering Department.
FATECE K BTJTHE TREM I E S TAERCR

Ensure proper cleanliness of all the guestrooms, corridors, pantry, and service areas.

WIIRE 25 AEJRR ek 2 AR 95 X A5 v

Ensure that all employees perform their specific task. See to it that they are their proper dress
codes and behave in a positive manner.

FORITA A LEAT & IO LAE, SREER L ST abnikE.

Responsibilities and Obligations/3tER X %

Inspect all guestroom, corridors and service areas and see to it that they are properly cleaned
according to the hotel’s standard. Cleanliness and damages in the assigned work section

KRBT A D EAIRSS X, ST DR A% DX SR I 0 J bR SR A T . sTdRE L
VRIS I T A 2

Reports any damages in the assigned work section and fill out maintenance request form.

AR AR E TAE XIREAEATHR, JHES 4B HEER.

Checks vacant rooms to ensure that they are physically vacant and make necessary report for any
discrepancy.

BT R, UARESSEM RS, WAERART R .

Checks the room boy carts to make sure that they are stocked adequately and neatly.
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KRER RS HLY, BRI B A
e Checks pantry area and make sure that they are neat and well supplied.
R g a), WOz X R B R 7 2 .
e Ensures that room boys / room maids are following the prescribed cleaning procedures of the
Hotel.
RS P MR 55 DAARARE 1P 1 HE E TS VAR T
e Checks and reports all soiled drapes, carpet, furniture and other special Housekeeping cleaning
needs to his/her superior.
Rrd et BT A BIIEE AT R BRI b5 HoAth 75 ZEE s AR R A
e Works with the room boys/room maids in the preparation of the rooms for VIP arrival.
)% D R 55 A — L HE & D = s
e Reports and log-in any missing item from the room or public area to the Executive Housekeeper.
AT BUE SR & D325 b5 B 3 XA i 25 R AR 0L
e Ensures that all maintenance work is carried out properly and correspond to the established
procedures.
B DR BT 440 AR B IEH AT N 77 S BEE R
e Assign special duties to the room boy/ room maids and ensures that they are carried out.
LA 5 IS5 AT SS, IR BN 58 il
e Checks and replenishes any missing items, if necessary...
A ERDN, IR ER AT
e Records the status of rooms to room boys/room maids report and Housekeeping activities
throughout the day.
TR AR IR s IS5 A AR SRS T i 5 S s i TAE N & .
e Attend training sessions.
Z sl
e Perform on the job training with all the employees.
S5 A L — AT KA I
e Controls the safe use of keys by the room boys/room maids.
IR D IS5 AR 22 4
e Performs other duties assigned by the Housekeeper or his/her designate.
TERUE F BB ARIRI He AR,
e Know the Fire and Safety procedure of the Hotel.
B E W B b 2 AR o
e To ensure that no wastage in the guest supplies and guest amenities.
iR P i LA R 46 A TS TR B
e To assist in the inventory of Linen, SOE. And FFE.
WO R, N, e B M ARE S A .
e To ensure the proper handling of equipment and preventive maintenance of the machine is carried
out.

W AR IE AR B 2% DAACE ML B 458 . ©
Security, Safety and Health{ff& . 224 Ffe 5

e Maintains high confidentiality in regards to guest privacy.

KEZFNEA, REFREHLEE
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e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WA NBA AR AT SEAT 9, S ) S e PR R 22 AR T ek

e Notifies housekeeper regarding lost and found objects.
B EEATE RS, SN A2 55 R

e Ensures that all potential and real hazards are reported appropriately immediately.
T R P s 5 AT AT VB A B SE A G

e Fully understands the hotel’s fire, emergency, and bomb procedures.
NG R, BRI LA SRR TSR

e Follows emergency procedures to provide for the security and safety of guests and employees.
WY P R SRR, PLRIER AN K T2 4.

e Works in a safe manner that does not harm or injure self or others.
PASCH 22 4 i 7 sNEAE, bt f B & Rt N .

e Anticipates possible and probable hazards and conditions and notifies the Manager.
TR FT RERISE R BTG I, JF S o R BN 5L

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

RFFREDN N AL, R, OFENER, BRES KT8, .

Competencies/g8 JJER :

e Must worked on the same position at least 1 year
FEAH RIERA, 2220 TARLAE

e High School Certificate
e RV AR

e Must have knowledge of Guest Courtesy
WA A LAY o

e Minimum 1-2 years experience in the same position
FEAR R IRAL A /0 1-24E ) AR 5 .

e Extensive experience in operating HK machines

PG by e 7 A £ B 2.

Interrelations/ EAHBE R

Liaises with all departments to ensure smooth operation and develops effective relationships with guests,
business partners, local community, local authorities and intermediaries in order to create optimal
business opportunities and community relations for the hotel.
HHEAMITRAARGEIERIERIZE, 5REULENAKHE. St &AL s
ARKRR, NNEQERERIMEGERR. .

Work Conditions/ T/E¥F 1.
Regular hours with extra times occasionally.

1EH TARRS ], (R PEAT B

Date
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H 35

Reviewed By
HRZA

Approved By
GE DN

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 T RFENTT L BRI IR BT, AR L B A7 BR ST R 2R G )
BT SR T BER PR T IR 2 2 A R LR DT o Bf 35 BhARA T Rl S R #5411 B 5 i
REGHERE: BT IFERZ S PR KR IHRTE A NBRE . 3 R B AR 2 TR ORI N e

Employee Signature Date
R H 34
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