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Title: Laundry Order Taker
HRAL VA FE 7
Department: Laundry

i Pt b
Hierarchy: Laundry Manager
TEARAT B WA
Direct Subordinates: N/A

HETE ANidE H]

Indirect Subordinates: N/A

FEENE AT
Category: L7

) %
Scope/BRBETE H:

Follows up, all guest requests and needs, which are phoned through the Laundry office.
PRI T AT I VAR P A0 A B F AT A A R 2 SR S e K

Organize the laundry store, file, and records of the lost and found articles.
HAVEHBER O, JEXN A KV ST 1D A7

Responsible for ordering, issuing and controlling. Laundry Guest amenities and supplies.

TTHAR, R ERIVEA SR A b B IR

Responsibilities and Obligations/3A4E & X 45

Make weekly request for the Laundry Dept. supplies, chemicals and guest room amenities.
TSR BEAR YT, 270 LA S B 6 il B H A

Follow up supplies from the general store and inform the House keeper of the not available items.
PRAE S BT RAF HU I P AT BUE S AR T B SR

Issues the Guest supplies and amenities to the laundry according to the request made, but control
that there is no abuse in quantities ordered.

PRI SR FR R 2 P B Sa% i RO R BE AR D, BRI W) FH BB R A
Received all incoming items from the receiving store.

MR 3 PE AR B i o

Answer guest calls and records all request in the logbook, follow up the request to the concerned
supervisor.

WA R AR DL SRR SRADSRAE N, IR AE S B 8 Rt .

Relieves the Laundry staff whenever necessary.

FEARART A EE I A, PR BITEA 5 51 TR A .

Records on a daily basis all Laundry production report.

FER N FRALRFBEA 5 7 i AT D 3%

Attends Training sessions and advice Housekeeping staff of their training schedule.

Z 5 E)I1F AR b 0 TR B THR
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e Know the Fire, Safety and Security procedure of the Hotel.
T RSB, A LR ORI o

e Performs other duties as required from time to time by the Executive Housekeeper.
TEHATEUE ZARYE L brIG Ol 4e i 8 TR 20K

Security, Safety and Health ARk, %4 R

e Maintains high confidentiality in regards to guest privacy.
KTBENER, ZERFFELEN.

e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
W N TA AT 5EAT e, S ) e 22 3 R 22 AR ] S i o

e Notifies housekeeper regarding lost and found objects.
BRI, SN A2 55 R

e Ensures that all potential and real hazards are reported appropriately immediately.
T Y R I R 5 AT AT VB E B SE R G

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

e Follows emergency procedures to provide for the security and safety of guests and employees.
AT TR RSB R, RIER AN R T2 4.

e Works in a safe manner that does not harm or injure self or others.
PASC 224y sUEAE, gt 3 & BN .

e Anticipates possible and probable hazards and conditions and notifies the Manager.
TR FT BEH) SR BTG B0, JF S o R BN 5

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

RFFRAEDN N, R, OFENER, BRES KATN.

Competencies/fE /7 ER :

e Must worked on the same position at least 1 year
[ B o 2 /b — 4 T4 50
e Knowledge to operate a computer

B N Re

e Must have a good telephone skills
R (R L T FE T 450 1

e High School Certificate
A

e Background in Telephone skill and Guest Courtesy

HA% AT 507 LS B AL AR DIl 55

Interrelations/fH HEE 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.
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HHEPra IR, wEREENIETZE, 55, mikiktE, HitkX, HFm S IEN
WA R, NEEQLER LM X R A& .

Work Conditions/ TAEZ&f4::
Regular hours with extra times occasionally.

I TARRSIE], 2R AT I

Date
H 1t

Reviewed By
HRZA

Approved By
CEIVN

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 LV RIFIATT CL ERATER BT, A B Ar BR TR AR i hr K 1 RF eI S FRTE
WOTEE . IR T HER SR T IR 5 SR s L LHIER 5T . B 35 B AR AT T R S R AT B & i
KHPERE: R TIF R 2R R RIHRTA N RE . P BB 2 B bR SR i K2 Nl S

Employee Signature Date
R H 3
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