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Title: Room Attendant
iVIA % b IR 55 1
Department: Housekeeping
k] (EE !

Hierarchy: Reporting to Executive Housekeeper
TEARAT B ITHE XK

Direct Subordinates: N/A

Hg % ANid H

Indirect Subordinates: N/A

CIREN AT ]

Category: L7

) IES
Scope/BR 5t 5. :

e Alert the necessity and security of guest and their possessions.

T TR U 7 ) A B R 22 4

e Ensures that Guest needs are satisfied.

B DR IBTZS B0 75 SR A

e Ensure that the equipments and materials are used correctly.

IEHRAE Bt AR .

e Clean the section assigned according to the set standard.

AR SL R FR AHE IS V48 5E X 8

e Clean 15— 17 rooms per day and follow up any late check outs according to the standard of
cleanliness and hygiene set by the hotel.

AR )5 G 7 IS v A AR RIS W R R 15-1710) 2 5, RN BRBEIR IR & s o

Responsibilities and Obligations/FAEFI X 5

Clean all rooms and bathrooms according to the set standard set by the hotel.

R T ) 8 ST AR AL Vi T 25 s A =5

When making beds and replenishing the linen, ensure that all items are fresh clean, well pressed
and have no stain or torn.

FEMARANKN FEAG IS, ZVEL A V)RR T R 1, SRS HIR A 15 R B
Ensure that spare Duvets and pillows are in place in the rooms.

TR AT M ) SR SRAB AR S T8O ELAE s TR 24 A

Replenish linen and guest amenities in accordance to established set standards.

R T A A A T8 AT SR 25 15

Keep corridors clean by vacuuming the carpet. Damp wiping the skirting board and removing
dirty marks on the walls.

T8I W A S T Vi R PR AL IR B VR o FH I () K A B b B 2 DA S 3 b ()35 3
Empty and clean the ashtray in the corridors regularly.

58 I 2 I Vil A R MR AR
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Clean the staircase and pantry area daily.

BERTE TR A ek =S

Prepare the room attendant trolley with all necessary supplies for cleaning guestrooms,
bathrooms, and corridors.

HE2 25 D3 IS5 B AR R VE 2 5« e 3 S TR T 5 S ) A I

Cart must be tidy and organized.

TAEE ISR

Must comply with the hotel policy & procedure for the control of room electronic master keys.
o TR 488 1P ) R BUR AR 42 1) 25 b B = o

Report all discrepancies in the room to the floor supervisor as well the reason for not servicing the
rooms.

RO R TS b B) 1) 22 53 DA SR T ¥t o () ) SR A

Return any item found in the room to the Housekeeping Office according to the Lost and found
policy.

MR RH DTBCR AR 2 B3 I B 3% s A R BB i

Reports all technical deficiency or guest request to the floor supervisor.

TR JZE B A5 I SR SR P AN B 25K

Replenish linen and guest supplies in the pantry.

A FE ek ek 2. FRL ) A SRR 4 A i

Must be aware of the Fire, Safety and Security procedures of the Hotel.

RFIWE )RR 2 B RBERE Y o

Attend training sessions.

Z B

Execute any other task required by his superior.

JEAT FETRIRA H AR TARIR BT .

Security, Safety and HealthA£[& . 224 g EE .

Maintains high confidentiality in regards to guest privacy.

KT N, DRIF B

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WA NBA AL AT SRAT 09, S ) S e PR R 22 AR T ek

Notifies housekeeper regarding lost and found objects.

B EUEATE RN, PS5 R0 3 i

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

TN R I b AT ATV AR B SR A G

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

ARG KK, B TUF DL SR E BRI 2R «

Follows emergency procedures to provide for the security and safety of guests and employees.
WY PR RSB E, DURIER AN K R T2 4.

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

LASCH 224 )7 A, ekt & E & Kdtb N .

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

TR T RERI GRS BRI, JF S T R BN 5L
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e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.

RFFRAEDN N AL, R, ORI, BRES KT8,

Competencies/fé F7E K
e Good command of English and 2 other languages
R B 915 7P I F 2 2R oAl 1 5
e Five years experience in 5* hotels.
FESTFE IS I I TAEA 5.
e Good knowledge of Microsoft Excel, Word, Outlook.
i fdi HExcel, Word, Outlook.

Interrelations/ EAHEL & -

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.
HHEEAITRARRNEISENIEFIZE, SREUAREWAKE. Hit X BUFHH AL g
SAABRER, S CIE AR AL X R R .

Work Conditions/ TYEZ&Atk:
Regular hours with extra times occasionally.

I AR E], AR ZR AT BT

Date
H 1

Reviewed By
HRZN

Approved By
CEN

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, FRANBE I B A2 HR TR DR 2Rk F R 580 i I
FITEr e IRTBELISR T I S R R LIRSt AR BT R S R #EAA T B & i
RIHERE: BT IR PR K ITRIT A NERE . W R A B2 R R IR AR
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Employee Signature Date
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