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Title: Laundry Valet Runner
¥ DA VeRBFE%ET
Department: Laundry

ERI] Ve b5

Hierarchy: Reporting to Laundry Manager
RN R BRBEHE

Direct Subordinates: N/A

HEETR ANEH

Indirect Subordinates: N/A

EEETR AEH

Category: L7

%5 %%

Scope/HR 5% 5. -

Consistently perform and deliver the highest standards of product and service.

RS B I A% 3 Foe ey it o 7 il S IR 55

Responsible in washing and using the correct method of washing as directed.
FEMTTVARLAF, BEAETR S T LA B PR T 3.

Promote a professional and positive image to all of our guests and contribute to the hotels targets.

FE2 NI RTRIE B BITE R, NIE BGRE H bR E 5Tk -

Maintain Work Environment; Maintain Services and Operations, Customer Service, Personnel

Practices, Administration. Training and Development of the Team, Achieve Personal

Development.

YEdp TARIAES, WRORI G IR 95 S s fE, & RS, ANAskik, BIRARERE, il AR,

BRMNKSE

Responsibilities and Obligations/3t4E & X 55

Ensure that all received calls for guest laundry pick up are registered in the logbook

B R FENT B RS B PEACR B R IE R AE BB H Al .

Ensure that the pick up procedure is handled in 10 minutes after the received call

B RAERENT FELTE 12081 5 58 BUBURAR /7

Deliveries of guest laundry are checked and comply with order and delivery documentation
X EBEARBIELEIATIE, TORIELFT e 5 U S as s e 3t

Any discrepancies are identified and reported to the appropriate person

R IAEART S35 S IsT ) R BE AR AR

Delivery of laundry is controlled after receiving from the laundry and delivered to the guest rooms
as per policy and procedure

TEMCE WA 75 A1 5 DU AR BURFE 7 B AR i 12 2% )75

Preparing and recording of laundry bills

R I SRR AR K

To perform any other duties as required by the management

e R 7 HR L EAT S
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New staff are familiarized and inducted into the workplace according to Hotel and department
standards

TR G AR I DLAGES T TARvE AR IF HL T AR XA .

Attend training sessions.

ZHEI.

Perform on the job training with all the employees.

A R T —EZ5EKE.

Control the safe usage of machines and chemicals.

X B LA 245570 ) 2 A A P EAT A B

Performs other duties assigned by the Housekeeper or his/her designate.

e AT BUE R B AR 7 22 HE i 3L e A

Know the Fire and Safety procedure of the Hotel.

RIS ) 2R

Ensure that no wastage in the guest supplies and guest amenities.

B DR CA I FH 25 D B LA S 2% i 15 V00 HE B

Assist in the inventory of Linen, SOE and FFE.

N2 5 EL, NG E Ve DU 8 B A

To ensure the proper handling of equipment and preventive maintenance of the machine is carried
out.

DR DL IE B3R DL H R 4R

Security, Safety and Health/43F& ., %4 K Tk

Maintains high confidentiality in regards to guest privacy.

KNG, EORFFmLE .

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR N B TAATAT AT BEAT Y, S ) S PR R 22 AR 1) ek

Notifies housekeeper regarding lost and found objects.

I EEAT B R, S R 55 R

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

XN S I A A5 AT ATV A B SE RSB R

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

FAHBE KR, B RUE L SR E BB «

Follows emergency procedures to provide for the security and safety of guests and employees.
WA PTA RSB EOR R, PURIER A& R T2 4.

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

LIS 224 i) s, e K & BN

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

TR FT RERI GRS BG BL,  JF S o R BN B

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

RFFmENNEA, B, CRAGR, BRES AT .

Competencies/fE 11K :

Must worked on the same position at least 2 year
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[ b o 22 /b 4 TAE L5 .
e High School Certificate
e A I
e Must have knowledge of Guest Courtesy
B R AR
e Minimum 1-2 years experience in the same position
o E/DI-2F[F ALK TAEEL
e Extensive experience in operating HK machines

BRI EERIELLR
Interrelations/ EAHBA 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.

SHEARITR R, WRNERIERWIZE, 55E%, mlikrt, ik, 2RSSR

HWERBHIR R, S QIS LA X &R .

Work Conditions:
Regular hours with extra times occasionally.

I AR R, AR ZR AT N .

Date
H 1

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.

ZUN ORI AR BL B RIALER BT, IR AR AL ER SRR iR /R E RIS S
FITE s SR T BERPOR T IR 2 2 P R LR ST . B 5 BhaRA T (Rl S R HE AT T B £ i
REGHERE: R TIFER S PR R R IFRTE A NERE . 3 B2 B AR BER iR % N\ e B
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Employee Signature Date

LA

H 341
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