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Title: Public Area Cleaner
HRAL AN IR
Department: Housekeeping

#hI E R

Hierarchy: Reporting to Executive Housekeeper
TR 5 ITBUE R

Direct Subordinates: N/A

HIE T AN H

Indirect Subordinates: N/A

FEHE TR ANidE

Category: L7

ol 7%

Scope/HR 53 Y. Bl :

Responsibilities and Obligations/

Clean Public areas, Back of the house and Offices areas.

TG AL A B X

Maintain all equipment used in good working condition.

URAAE R TAEPE T 46 %

Clean all the Restaurant, Banquet hall and Bars according to the set standard of the Hotel.
ARG JE bR IS SR T B T AN .

\J

Collected all required reports, pagers and keys from housekeeping office at beginning of shift.
TEHIEIS B P I S ST e A PRI BRL .

Prepare working equipment for work.

AR TAEB %

Clean all public areas and heart of the house areas.

TV BT 2 35 XA A A% O X 3

Keep stores neat and clean.

TRFFG 2 BT B0

Clean rubbish from Public areas and Offices.

AL FE IR TP A 28 BB

Hand over any Lost and Found properties to housekeeping office. Any Lost and Found is to be
reported immediately.

W SRR S i e AR I ZE o A AR AT R AR AN SN R
Ensure economical and proper use of chemicals and cleaning supplies.

B ER T 20 BL A e A0 AR 27 T vt R vt ot

Ensure proper handling and maintenance of working equipment.

B DR A e 2 B LE A A P AT R T o

Report all guest complains and maintenance problems to Floor Supervisor or housekeeping office.

A 2 12 a2 5 10 A 4 1 A U A S 2
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Attend to any guest requests when instructed.

S LEIE AN NP S R

Return all reports, pager and keys to housekeeping office at end of shift.
FEHRPEIT [7) 28 b Ih A RSB FT A #E  FEHLAIEH R .

Report any outstanding matter before signing off.

NHERER AT LR T AR AR ] R

Any other duties assigned from time to time.

56 TR IR B HARIR 57

Security, Safety and Health/45-f . 224> F0{i B «

Maintains high confidentiality in regards to guest privacy.

KT NEAL, DRI L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR NBA TAATAT AT BTy, S ) S A PR R 22 R T ek

Notifies housekeeper regarding lost and found objects.
BRI RS, S 5 R0 25 55 6

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

TN S I i 5 AT ATV A B SE R G R

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

PN E K, BRI A SR E R AR

Follows emergency procedures to provide for the security and safety of guests and employees.
BT R BRI SR, URIER AR A T %4,

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

PASCR 224 i 7 sREAE, bt o 3 5 JeAt N .

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

TR FT RERI R BG B,  JF I o R BN B

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

RFFRAED AN, B3, CRIER, Bkl s AT .

Competencies/BE 17 E K :

Must worked on the same position at least 1 year
FEM R HRG 220 TAE LA

High School Certificate

e B VAE .

Must have knowledge of Guest Courtesy
N LAY o

Tidy and well organized

B HA R

Minimum 1 years experience in the same position
FEAR R IRAL 2D LI TAE A 5K
Extensive experience in operating HK machines

AFE R HRERIEER .
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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.
HHEEAITRAMREIERIERIEE, SREDLAREIAE. Bt X BUFMH AL
SRR FR, RS R RV X R R .

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

I AR A, A 2K PRAT I

Date
H 1t

Reviewed By
HRZA

Approved By
EEIVN

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

Employee Signature Date
AR H 3
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