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OBJECTIVE: H i:

e To ensure employees are aware of all conditions of the job before they join.
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e To safeguard the hotel in the event of a dispute over conditions or performance at a later stage.
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e To create a positive and professional impression on future employees.
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APPLICATION: v [ :

The decision on who to appoint must be made by the candidates’ department head.

A standard format for job offers should be drawn up by the Personnel Managers initialed by the Financial
Controller and then approved by the General Manager (example in appendix).

The job offer is of great significance to the potential employee and it is important that it reflects our Hotels as a
professional company. The name of the candidate should be accurate, the language used must be grammatically
correct and it should be printed on an official hotel letterhead.

Department Heads should not make job offers directly, either verbally or in writing to candidates, this is the
function of the Personnel Manager. Withdrawing a job offer made in haste for reasons other than legislative
ones reflects poorly on the hotel and ultimately on the company.
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STATEMENT OF POLICYE Sk = 1

1. The written job offer for positions up to and excluding category A and B level should be made by the
Personnel Manager, copied to the manager responsible. Offers for positions in Category A and B should be
made by the General Manager, copying the Area Director and Area Specialist where appropriate.

The successful candidate should receive a job offer within seven days of being interviewed or selected
through the agency.
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2. The job offer may initially be made verbally but must be confirmed in writing immediately.
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3. The job offer must include the following: (see format in appendix 8)
TAFE BB AERE LT NS (LR8O
(a) Job title; Reporting To: AR bk
(b) Starting date (or expected starting date if awaiting visas) 2| HR H #A (B &5 A28 0E i) T HA 2 HR H 57D
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(c) Visa Requirements ZEUEER
(d) Salary, method and frequency of payment  #i4x. AT BRI
(e) Hours of work T AERT[A]
(f) Annual Leave entitlements R AR
(g) Duration of contract & R RO
(h) Air passage entitlements T HRATA AR
(i) Probation period X H
(j) Medical / Insurance cover R /PR B PR
(k) Indemnity M
(I) Notice period required FILE 1) 3688 0 1
(m) Laundry entitlement VA 2
(n) Allowances NG
(o) Accommodation entitlement Xl
(p) Meals entitlements [l A a8

4. A Conflict of Interest Acknowledgement Form must be attached for signature when an offer is being made to
a Key Personnel in the category listed in the hotel policy 04.01.010.
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