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Title: Marker/Sorter
HRAE AN ISOAY s = =Y DA
Department: Laundry

#I] YA 5
Hierarchy: Reporting to Laundry Manager
T % VA 2
Direct Subordinates: N/A

HE T AiEH
Indirect Subordinates: N/A

FEHETH ANiEH
Category: L7

255 72
Scope/ER# Yu -

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

IR LR AR R UE ) 7 SRS

Responsible in washing and using the correct method of washing as directed.

B DT 1 I T PR 1 R K LR ) 05 AT I U A .

Promote a professional and positive image to all of our guests and contribute to the hotels targets.
[ Jiizs e o e HAUR BT 5, DS BIL J 1 H AR 85T iR

Maintain Work Environment; Maintain Services and Operations, Customer Service, Personnel
Practices, Administration. Training and Development of the Team, Achieve Personal
Development.

ORFF AR, BEATHER IR SERAE . RBLIUR RS . N DAskER, ATBUTAE. BRIDEA R
Eil N XSSP NE

Responsibilities and Obligations/ER # A1 X 4% :

Ensure that all received Guest laundry and dry cleaning items area checked and count properly.

B R A 25 0 LE AR BT WO B BE AR TP i

Ensure that guest laundry and dry cleaning items are not mix with the in house laundry.

DR BT AR 2 A A0 B4 it [F)90 J5 F eAK 20 T

Ensure that the laundry and dry cleaning are tag properly by its room number.

B ORAE BEAAI TP it _EARIC IR0 s 1)

Guest laundry with damage, stained or torn should not be process, and inform the Laundry
Supervisor or Laundry Manager

XFFABEACER R Z 4 To iR B, JF@ My s EE K e,
Any discrepancies are identified and reported to the appropriate person

AR R FAD it AT AT AR 22 57 B [ g L b A o

Ensures that all laundry to be checked according to the list and quantity to be checked.

T ORAR o 0 07 B AT 5 R A P A e AK

Express laundry should be given high priority after receiving from the Guest / Client.
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DIE e AL BB ) BRI TT B
e Laundry and delivered to the guest rooms as per policy and procedure
WG BOR A P e B RV BEAT IR U IR IA 5% 5 1]
e Preparing and recording of laundry bills
TR D BRI 5
e To perform any other duties as required by the management
AT B R 1) HAB IR TF
e New staff are familiarized and inducted into the workplace according to Hotel and department
standards

ARFE TP Je R 1T AR AE 51 325 1 AR AR X
e Attend training sessions.
Z ks
e Perform on the job training with all the employees.
5 R TIFEZ 5ERES.
e Control the safe usage of machines and chemicals.
LA WA A o
e Performs other duties assigned by the Housekeeper or his/her designate.
PATATBUE KB AR 2 HR 1 TAF
e Know the Fire and Safety procedure of the Hotel.
AR BT T SRR
e Ensure that no wastage in the guest supplies and guest amenities.
B DR 25 FAE N7 it 0 JB 2 A it TG VR 9
e Assist in the inventory of Linen, SOE and FFE.
WAL SAT R NS E W, E B AR ARE S A .
e To ensure the proper handling of equipment and preventive maintenance of the machine is carried
out.

FAOR B MR R R A H B 490

Security, Safety and Health /{f, &4 K EEE:

e Maintains high confidentiality in regards to guest privacy.
KTHNEA, CRFFE LS.

e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR NBUA AT AT BEAT 9, SN ) S A PR S 22 AR T ek

e Notifies housekeeper regarding lost and found objects.
W EEAT B R, S R0 5 R

e Ensures that all potential and real hazards are reported appropriately immediately.
XTI S I i 5 AT ATV A B SE R B K

e Fully understands the hotel’s fire, emergency, and bomb procedures.
SNV P SR RV D WS A JT NS G S

e Follows emergency procedures to provide for the security and safety of guests and employees.

TG N SRR PP LR DR B AN B3 T 24

e Works in a safe manner that does not harm or injure self or others.
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LASCH 22 4 i) sR0AE, ekl K B 5 KodthN .

e Anticipates possible and probable hazards and conditions and notifies the Manager.
UL AT BRI SR AT TG DL, L2 R B

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

REFRAEMDNANTDAE, B, OFBER, BRES T8,

Competencies/g8 HE R :

e Must worked on the same position at least 2 year
FE A — R fir 220 TAE24F

e High School Certificate
e AR .

e Must have knowledge of Guest Courtesy
AN ALAX o

e Extensive experience in operating HK machines

FE R B RIE AL

Interrelations/f G EE £

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.

HREAMITRR, WREERIERIZE, 55E%, mktktt, ZtX, 2R ULSRE

ALK FR, NI BE L A X R &R .

Work Conditions/ TAE &4
Regular hours with extra times occasionally.

AEH TARRa], A 2R FEAT BT

Date
H 3%

Reviewed By
CEZ YN

Approved By
CE N
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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 T ANAT L B RATER ST, JRANR I B A2 HR SRR iR 2K E R 580 i I
FITEE e IRT B IOR T I S R R LIRSt A0 B R R SR #EAA T B & i
RIHERE: BT IR PR R ITRIT A NERE . W R A B2 BRI AR

Employee Signature Date
TS T H 3
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