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Title: Laundry Manager
HRAL Ve g
Department: Rooms Division
A % 5
Hierarchy: Reporting to Executive Housekeeper
TEARAT B ITBUE R
Direct Subordinates: Laundry Supervisor
Hg % Vel s 8
Indirect Subordinates: Washerman, Helper, Ordertaker, Valet Runner, Hand
Pressman, Steam Pressman, Linen Sorter, Maker Sorter, Dry
Cleaner, Folder
EEIE TR, VA b 2 L, L, H 0, WAL 7, B T
(PR | BRT GRS M) L il
Ko, FHARL, ik L
Category: L4
@il A%
Scope / BRBETE -

Manages the areas of Laundry departments in order to ensure customer satisfaction and smooth
operation.

B PRYEACHER T DX, A OR R T R DA B B R A

Monitors departmental control systems to ensure that costs are controlled and the product quality
standards are maintained.

W BRI H R G, WO R ] BSA T 4457 7 il o =

Manages 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.

BRI SIEIR, HR AR SR BORRE 7, 4ERF 3 m Al ¢ B T TAE R RE A
S AEEA IR

Responsibilities and Obligations / 5AE & X %

Organizes, directs and controls the Laundry Department and maintains relevant records.

M, 7', FEUEAHTIF B A RIE K.

Handles the guest and house laundry as per the hotel’s policies & procedures and service
standards.

IRAEECRRE Y SRS ArdE,  AbFRLTF 2 N S NP TAE.

Establishes standards and procedures and implements them after approval of the management to
ascertain quality of work performance.

SENLERT IR HE AR, AR PN G At e LS P A SE i, DA ER TAR = .
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Issues maintenance orders and follow up with the Engineering Department on preventive
maintenance and repair orders.

FAZAES BN, R LA TR I 44 S 4R B AR

Organizes production schedules to meet the requirements of the various departments.

il AT RIER, DL AN R AR TR 5 K

Makes regular water analysis and establishes washing formulas making corrections and
improvements whenever possible.

SESREAT K M, W BRERBC TS, AEARMT AT RERIIR O, RHBEwRFRIRIBC 7 #EAT 5 1 BY
&t

Checks on production methods and procedures and issues necessary orders to correct
shortcomings.

KA PR D AP IE MR, JFR I E R R A 2 .

Takes inventories, orders and controls supplies.

T RUEAE, TR E B BN

Ensures that the Laundry personnel are knowledgeable about the Hotel’s services and facilities.

B OR BT A BEA s 53 L 1 I ) il 9% B Bt o

Prepares the duty roster and fills in the monthly attendance record. Balances staff working
schedules to meet peak and slack periods while remaining within union and labor law
requirements.

HEHREER, JFoEOH eSS, My T MO7shikmIlag, T 01 THER, i e /1ol vy U
SARA 7 K

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 X T RES LA L% R ARG Lt AT 4G, IR NSRS HIE R K
Meets with the Executive Housekeeper to keep her/him informed on current situation.
STBE R, JEE AR

Ensures that the responsibilities of the different sections of the Laundry Departments are
implemented accordingly.

B ORGEAC D B AN [R]85 CH AR B B AR 573

Monitors the Laundry departments quality service and ensures conformity to the company
operating standards, procedures and local regulations in order to achieve customer satisfaction and
to preserve the Hotels quality standards.

W EBER PR SGS iR, TORIRS P E iz EhndE, TR DUCHHER, DU IR 200
L I YERR [ Br il f o A .

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. Establishes training
programs in relation with the training manager.

BORGEAC DS &0 8 1T B AT 53 AR 0 ) BURAE FP % 2 R, DAORAIE IR 5516 2 I e
FNWHE, S5EISE R LR ERITTE.

Trains, directs and supervises Laundry staff and takes corrective action when performance is not
satisfactory.

B, fiq, BERVEAR AL, IRER TAERIIA RIS AT 1.

Handles effectively all guest complaints concerning the Laundry departments, taking corrective
action to prevent recurrence and convert the guest into a repeated customer.
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Wb ER SR D5 A R T BT, KHUA IR Rtk S B L iR A, IR RN
B2 NSk

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

5 A NIRRT RGOSR, BLARIH S,

Conducts daily briefings within the departments where daily operational information is provided
to the staff.

HAHTFHT R, N TR R EE B

Conducts a monthly departmental meeting where the staff could express them selves and give
new ideas for the operation.

HEETT H AR T, Ak R TR AL, A Ta R N AR

Organizes and attends communication meetings and follows up on matter discussed.
HLISINiE S, Hrate L3t i i) gt 47 et .

Conducts evaluations and appraisal skills meetings every six months to reevaluate the staff and
make development plans for them.

FEANDNH AR IR A TR 2, W A TRHAT PG I 9 b A N FEit&il.

Keeps open lines of communications with sister and competitive hotels in the area.

55 50 280 DA S 2 b 5 9 DR R VA

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

BRERBEA 3 &8 1] 03 AE 5E B TAERS,  JAT 05 BURTE -

Maintains careful control over costs in the Laundry departments such as overtime, linen damages,
detergents etc.

EHPER P NIZE R, e, A, BT,

Assists the management in the preparation of the annual budget, forecasts, replacements and
investments planning and capital projects.

OBl EZUE BN AUHE R E TS, TN, B AR B R AT

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

iR ZE B, HENL, HETBRE R g s, 5 A8 RIFRPIRES

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

B R VA 3 X IR R AT AR ATE I 55 2

Knows the operational use and available facilities of the PMS. Works closely with Accounts
Department in order to keep expenses within monthly forecasts.

TR E RGNS E e LA TR, 5V SRR TAER R, DUAIRH
I"JiEAE B A AE F BTG LA

Work closely with the Purchasing Agent to ensure regular purchase and flow of supplies and to
keep a close supervision on Laundry storeroom inventories.

R R VI EE R R, DARER W BRI LR BEN, B V)M B s B AT
Tt

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

PORGEAR D N RSB, AU R T AR L iz St e il o IR 55

Applies the standards of appearance and hygiene on all staff.

FIT A 53 A BB ST AR S AR
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Ensures Laundry policies and procedures manuals, service standards, tasks lists and job
descriptions are complete and kept up-to-date at all time.

WIRTE BB AR B BURARE > T, IRSSAnitE, AR55TE 8 DA R A iid v, O HLBE R 0 k4T
Ed

Institutes safety measures and regularly inspects all areas.

FESL A, R T X AT E IR

Ensures all staff is thoroughly familiar with the Hotel’s emergency procedures and implements
emergency procedures when requested.

BHIRFTA A TG IE R SRR, R R IE I T 57 N SRR FP .

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

T RIS S BRI SN E ImE bR, R BUREKR

Regularly reviews and analyses procedures to look for ways of improvement.

SE R T IR e HEAT W A% S i, IR SRR = Tk

Assists all subordinates in the accomplishment of their job description.
WG TEAT AR B3 .

Establishes standards of cleanliness for areas under his / her control.

S TS PR Bl P XA T AR T v e

Supervises and arranges the taking of physical inventories at the frequency determined by
Management.

R EJUE B R EORIR, WE I e R A T,

Makes recommendations to Management for modernization of equipment, methods or supplies.

A EZCE BN R e AL Bk #, AL KRBt .

Security, Safety and Health / {g[&%, &4 R{EE

Maintains high confidentiality in regards to guest privacy.
RKTBENERL, PREF N,

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

Notifies housekeeper regarding lost and found objects.
BRUEATIE A, S 5 525 55 i

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

T I S Hf e R o A AT Vs A B S s

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

FAFE KR, B BUE DL SR E B R

Follows emergency procedures to provide for the security and safety of guests and employees.
BAF T RSB SE, PURIER AN K R T2 4.

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

PASCR 224 i 7 sUEAE, 5t o 5 & Rt N .

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

TR AT RE SR B g oL, I St A BN A .

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

RFF RN NEA, B, CRMGR, BRES kTN,
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Competencies/gE 7 ER

e Good command of English and other language used by majority of staff.
AR IR IEE DL A — 1T R T RE G S .
e Five (5) years experience in 5 Star hotel.
Z/DBEE R G TAEA R .
e Good knowledge of Microsoft Excel, Word, Outlook, Fidelio or other PMS.
G5 ARE Microsoft/» A,  finExcel, Word, Outlook, LA & Fidelioml & 1 2 B R 4t

Executive Duties / TR 7 :

e To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's
Duty Manager's Roster.

AR EE I B AR, AR IE 2 IR IR Tt .

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

HHEPAEITRAREEWIEFIZE, SEEUNEIAKEE AR R,

Work Conditions/ T/E¥F 55 :
Regular hours with extra times occasionally.

I AR A, AR EAT I

Date
H 1A

Reviewed By
BN

Approved By
CE N

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.
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AN O T AEIHATT A BRI ER BT, IR i 67 BR 5T KEAE iz /R B I Pl ¥ )5 TR

SR o R THER SR T IR SR A S LR BT B3 BT R R 3R (AT B &
REGTERE; SR T IS I RIEIFRTE N BB P IR 2% H AR BRI 2 N

Employee Signature Date
TS H 3
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