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OBJECTIVE: H :

To have a written summary that describes a job in detail. This will assist in finding the right person to
carry it out.

A VEHR TARR i e sy XA TR A EaE N E I,

To avoid the possibility of subjective recruitment.
T A, T LA B ) AT e

To get consensus on the job content from the various managers who may later be involved in evaluating
the job holders’ performance.
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To have an official and consistent way of communicating to employees what is required and expected of
them.
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APPLICATION: & A

Personnel Managers are expected to check that up to date Job Descriptions exist for all the positions
contained in the hotel’s Job Category listing (policy 4.2.1). Sample Job Descriptions are provided in the
appendix for categories A and B.

FER N FEE 2 PAS A I () TAR RGBT 6 & B T A HRAL K OB R AL IR (4.2.156BU8) - A
B “HRAL H R FE A LB

A Job Description should not be made more complicated or simple than the job actually is or it can
become a meaningless piece of paper. This can become the case if it is drawn up by someone who does
not have daily contact with the job holder. It is important to consult the job holder in the process.
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It is the responsibility of the Department Head to provide the Personnel Department with accurate Job
Descriptions for all positions in their Department.

It is the responsibility of the Personnel Manager to ensure copies of Job Descriptions for all job
categories are held on file.
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General Managers are responsible for Department Heads Job Descriptions and the job holder should be
involved in writing it.
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STATEMENT OF POLICY
B

Bavaria Hotels International is committed to having a professional system of Personnel Administration in its
operations.
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All positions will have an up to date and accurate Job Description using the format given below.
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Job Descriptions should be referred to at the recruitment stage to assist in advertising, dealing with agencies
and making the best match between candidate and job.
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All Job Descriptions should be reviewed annually or when a job content changes. If the Job Description has
changed substantially an updated version should be issued to the job holder because the success criteria for
the job will also have changed.

AT (K3 BRAL H i A4 R o IR, B AR N R AE A 8 B — IR AR B A” kR
SR PEARE , WA AEHRE AR RRAS, RO BRSE B D th 2 B 2 A2 B

Job Descriptions should accompany all offer letters and a signed copy placed on file upon appointment, this
same Job Description must be referred to when reviewing performance later.
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FORMAT
i
e JOBTITLE: HAFR:
e LOCATION: (Which department) BRI CRANERTTD
e REPORTING TO: -
e RESPONSIBLE FOR: (Staff who report to this position) 5. (G CERALIA 51D
e MAIN RESPONSIBILITIES: (List the main accountabilities) FEHT: B FEERTD
e SIGNATURE MANAGER: (At the end of Job Description) S (TR HRAL IR IR D
e SIGNATURE JOB HOLDER: {EHRE %44
e DATE ISSUED: 25 H B
e DATE COMPILED: Gl H HA:
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