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Title: Folder

HRAE BA A
Department: Laundry

#I] VA A
Hierarchy: Reporting to Laundry Manager
T % ) YA 5 442 PRI
Direct Subordinates: N/A

HE T AiEH

Indirect Subordinates: N/A

FEHETH ANiEH
Category: L7

255 72
Scope/ER gEVE FH -

Be able to delivery consistent high standards of product and service; a passionate approach to
exceeding our customers expectations.

RO AN — By bR e ih SR S5, IR T R e,

Promote a professional and positive image to all of our guests and contribute to the hotels targets
NIRRT T B IA ERERR, SN E H AR oTER

Maintain Work Environment, Customer Service, Take Delivery of Linen, Issue, Maintain and
Return Linen, Effective Working Relationships, Personal Development

HEP TARMEL, ROCEERS, BRI RATE, eI IR, A M TAER R
FANR g

Responsibilities and Obligations/ 34 & X %

The highest standards of personal health and hygiene are maintained at all times
IR L PR RF B R O 2 e B2 A

All equipment is operated in line with trained instructions

B DRAR I 15 I B4R P 1A E T %

Equipment is maintained in a clean working condition

T DR B A AT TRAE R B3R B

Chemicals are handled and stored in line with COSHH Regulations

IR % 2R 245 700 A0 DA S A A7 5 & S B ) o 4 il A

Laundry supplies are handled safely and lifted using approved safe methods

K PRI TT () 22 4 5 102 38 A PR OT IS IR VAR T i o

Products and services are explained to the customer at all appropriate times
FEAG 24 I fige 7] 25 N A R0 7 it S IR S5

Service reliability is improved through obtaining customer feedback and working with colleagues
A REE N B A TR A A B e I 55 m] S

All visitors are greeted and offered assistance in an appropriate manner

A K5 3 B AT 24 1 i e LK B B o
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e Ensure that the sorting of linen by colour and types.
TR AR 8 0 €2 1 5 S AT B AT 432

e Any discrepancies are identified and reported to the appropriate person
FERIUAR R 2 50, SN [l A B AN R

e Soiled linen and bed coverings are handled correctly
i DR AT B S AP B S5 38 IR A R AL B

e All linen is handled safely, and lifted using approved safe methods
KRBT ()22 T %3 A P, I8 IR,

e Accurate and complete records are maintained of linen washed
B DR ST A AT SAT B HERA S8 B A iE %

e Ensure that the linen chute areas are kept tidy and clean. Free from rubbish and secured from
unauthorised access

AR TS A FE P AR T Ry . A N A B IR R A B s I T AR E 5 ]
Securlty Safety and Health &, &4 REE

Maintains high confidentiality in regards to guest privacy.
KB NEA, EORFFmiLE .
e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR N B TAATAT AT BEAT Y, S ) A PR R 22 R 1) ek
e Notifies housekeeper regarding lost and found objects.
B EEAT B R, S 025 55 B
e Ensures that all potential and real hazards are reported appropriately immediately.
TN S I R 5 AT ATV A B SE G K
e Fully understands the hotel’s fire, emergency, and bomb procedures.
PR E KK, BRSO 2R
e Follows emergency procedures to provide for the security and safety of guests and employees.
BESF T RSB RO, PURIER A K T2 4.
e Works in a safe manner that does not harm or injure self or others.
LIS 224 i) A, e K & KB
e Anticipates possible and probable hazards and conditions and notifies the Manager.
TP RERI GRS BTG B0, JF S o R BN B
e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.

RFFmENNEA, B, CRMGR, BRES AT .

Competencies/fE 11K :

e Must worked on the same position at least 1 year
Al B o 22 /b — A AR R

e High School Certificate
e A I

e Must have knowledge of Guest Courtesy
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A ERALFNR
e Extensive experience in operating HK machines
BRI A R E 20 .

Interrelations/ EAHEE 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.

HHEPAMITRSR, MRNENIERIZE, 55E%, Mk, ZitX, R0 EREN
VAR R, NS QGRS I X G R .

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

I AR A, AR R EAT I

Date
H 1t

Reviewed By
HRZN

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 I ANAT L B RATER ST, JRANR I B A2 HR SRR iR 2K E R 580 5 I
RITEE . IR T HER SR T IR SR R LHIR DT . #Ek 3 B RATH A S 2 9 A0A T B B i
RIHERE: BT IFR S PR K RIFRIT A NERE . WH IR B2 R R I N
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Employee Signature Date

LT

H 34
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