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Title: Linen Room Supervisor
HRAE s R
Department: Housekeeping
Hh1] B
Hierarchy: Reporting to Executive Housekeeper
ICHRAT % AT IBUE KRG
Direct Subordinates: N/A
HETRE AiEH
Indirect Subordinates: Tailor, Linen Room Attendant and Uniform Room Attendant
FEEETE BaE, A mn L, HIkE R LT
Category: L5
25 52K
Scope/ERBETE B :

Maintain Work Environment, Employee’s Service Issue

YEFP TAEIAEE DL A 53 T IR S5 HH 5% 1]

Maintain and Return Linen /Uniforms, Effective Working Relationships, Personal Development.
Y IRk A B R e, DR RO TAE R R A N K e

Deliver consistent high standards of service; exceeding our customer's expectations.

FrEAR bR e 55 IRZSE P T .

To promote a professional and positive image to all of our employee’s and contribute to the hotels
targets.

FEPIAT 4 L 5% TR L AR A R R, e B S H A

Responsibilities and Obligations/BR & & X 55

Ensure that all uniforms and linen is well maintained, stored and issued to the departments and
associates.

DR BT 1 A A R A Sl R 4, A7 IO F AR 2538 AL A R A B

Ensure that uniforms/linen is checked before handing over to laundry.

B ORAEIE BRI P il iR AT A A

Ensure that the exchange policy of any linen/ uniforms is followed and registered “Soil into
Fresh”.

iy DR T8 S A ) Il BE R SR, DA

Schedule and conduct quarterly inventories for uniforms and linen in coordination with the
concern departments.

HRCEHRERT TR, TR I 23R FE I DL A A A R

Inspect uniforms / linen for damage, abuse and follow up with the concerned staff and department
head.

oL 2 5 A7 AR M) /AR BT, i ) A A 00 R ERHEAR ¢ 03 TR T ot A
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Hands to tailor of repair or mending, if required.

FE TG B, R RIARAT Bk A A B4 .

To be familiar with laundry and valet operation.

ABVA LS AR E R

Control, handling and recording of outsourced linen.
XFAPRIAAGT AT E B, AP AT iE K .

To perform any other duties as requested by the management.

e R HE e B AR S

New colleagues are assisted in becoming familiar with the workplace.

5 BT 0 AR TR B

Equipment is maintained in a clean working condition.

A DR ERA T B AT B BT A BT

Housekeeping supplies are handled safely and lifted using approved safe methods.
TR A FH 22 4 () 7 AL BRAE SR I Bt o

Personal organization and that of the work area is maintained to assist work flow.

HIRHALRES, e ARSI R AR AR IR . .

Security, Safety and Health {5, 4 R{gE

Maintains high confidentiality in regards to guest privacy.
KNG, ERFF L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wl e Ne ol TA AT 5EAT 0y, S ) 2 38 R 22 AR T] S i o

Notifies housekeeper regarding lost and found objects.

B EUEATE RN, PS5 R0 3 B

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

TN S I i 5 AT ATV AE B SE RSB K

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

NG KK, B TR O SR E BRI 2R

Follows emergency procedures to provide for the security and safety of guests and employees.
AT R BRI R, URIER AR A T2 4.

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

LIS 2247 A, et o E & KB

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

FRALFT REHI G R BG B,  JF I o R BN B

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

RFFREDN N AL, R, ORI, BRES KAT 8.

Competencies/Be 17 EK :

Good command of English
NG ] D

1 — 2 years experience working in hotels.
1-24F3P J TAEZ L
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e Good knowledge of Microsoft Excel, Word, Outlook.
R 18 70 2 B E 4R Excel, Word, Outlook

Interrelations/f HEL £ :

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, ZirtX, R0 S REN
HVCHRR R, NS QGRS I X G R .

Work Conditions/ T/E¥R 35 :
Regular hours with extra times occasionally.

H& AR A, AR /R N

Date
H 1

Reviewed By
HRZN

Approved By
GEN

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 1 IFNT L BB ER BT, IR R LG 5 A7 HR R4 b 2R B R 58 i R B
FITEr o SR T BEZ IR T 25 2 2 A R TR ST . B 35 BhaRA 1/ IRl S R AT 1 B &
KHPERE: R TIFER 2R RIFRT N AT RE . P BB 2 B AR SR i K2 Nl S

Employee Signature Date
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