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Title: Linen / Uniform Attendant
HRAE Ay B AR AR 55 i
Department: Housekeeping

H#h17] B R

Hierarchy: Reporting to Executive Housekeeper
T % ITHUE A

Direct Subordinates: N/A

HE T AiEH

Indirect Subordinates: N/A

FEHETH ANiEH

Category: L7

255 72

Scope/BR # Yo Fl:

Responsible for receiving, sorting and counting of all linens and uniforms before handling to the
Laundry.

TEAT AT L PR A, ST Hlie . BERMITHERL BT A A1 B S

Ensure that the fresh linens area well kept and tidy

B DR 4 AT R TR Bl PR 1 8 0

To ensure that fresh and soiled linen and uniforms area collected and sorted in each respective
places.

B ORAG T AT B L JIEAT B A% ) il DX e 2Rl 7 42

Ensures that linen and uniforms received from the contractor are counted and checked properly.

i DR I B 1) AT 2 M 0 e A A ) A AT AR

Responsibilities and Obligations/ZAER X 4%

Count all soiled uniform and food & Beverage linen from the trolley.

T R MAAT 5 2 o BB PR AT B DL R R AT B

All soiled uniform and food & Beverage linen must be sorted out in the soiled linen box in the
chute area.

Ve P 1) e DA B A AR AT et o 35 A A 23 2R Ny SR AT B A

Keep aside badly damage, stained or torn linen for separate washing.

PAMIE TR T E AN A L E R A B

Sorted and count the linen and uniform according to washing and dry cleaning.

I3 R IEIF BB AT BN R o

Report any misuse of Uniforms and Linen to the Exec. Housekeeper.

AT BUE S & P A 25 JK H AT BT AR o

Ensure that enough Uniforms and Linen for the day to day operation of all departments.
B ORI T A 20 ) 4 IR B AT B LSRR T A BT TR H s .

Ensures that Uniforms that needs repair should be hand over to the tailor.

1 5 EAS A IR AZ 45 He g%
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Ensures that linen and uniform that had been repaired should be hand over to the Laundry.
TR AE RN (1) AT B IR A 2R BE AR P

Ensures that the Linen is stored properly according to colour and sizes, and usage of area.
ARAEAT FL R RO AN F 773k T A 1 i e AT

Ensures that the Uniform room is stored properly according by Department and sequence of
number.

il AR D5 AR A R AR 03B 1T 3 35 A A A7 i o

Keep linen and uniform room area neat and tidy at all times.

2 R A3 BN 1) A 3 DX 3l ) 1 e

Keep all linen and trolleys clean and in good condition.

YERF A A1 B DL R AT B 25 () 1 B TR AU R RE

Attend training sessions.

ZIMEEIN 21

Must be aware of Fire, Safety and Security procedures of the Hotel.

PTG KR 2 MIRBERE Y o

Security, Safety and Health45-f . 224> F0{i B «

Maintains high confidentiality in regards to guest privacy.

KT N, DRI L.

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.
BRUFATIE RS, S 5 R0 25 55 6

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

TN S I i 5 AT ATV A B SE R G K

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

I E K, BRI A SR E R AR

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

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

PASCR 224 i 7 sUEAR, a5t o B 5 Jept N .

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

TR FT BEHI G R BG B,  JF S o R BN B

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

RfFRAE N ANDAE, i, ORI, BRES AT 8. .

Competencies/BE 17 E K :

Good command of English and 2 other languages

R B D8 K I 2 A 2R Al 1E 5 .

1 — 2 years experience working in hotels.

A 1-24F (I E TAEA S

Good knowledge of Microsoft Excel, Word, Outlook.
AR AE FFExcel, Word, Outlook.
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Interrelations/ EAHEL & -

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.

HHEPA IR R RNIERIERIZE, 5REDAMEIAE. Atk BUFM UL &
SRR ER, NIE QG BRI X KR

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

I TARRSIE], 2R AT I

Date
H 39

Reviewed By
1 YN

Approved By
CE N

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.

EUN C TR IFNAT L BB R B, IR ARG B A7 HR SR b 2R B RF S8 i 1R B
FITEE e IR THER PR T IR AR E B THRIR DT 2R3 B A0 R S5 A H AT B 5 i
KHJHERE: R TIF R IR R IFIRTT ANBRE . P 2 B bR R i K& N R

Employee Signature Date
R H 3
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