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Title: Driver

iYIA ik
Department: Executive Office
i ITBUNAE
Hierarchy: Reporting to Executive Secretary
TEHRAT R B
Direct Subordinates: N/A

HETE ANiE H]
Indirect Subordinates: N/A

FEETE ANid H
Category: L7

5

Scope / BREEVE L

To provide the Executive Office and all related departments with necessary transport. Drive

vehicle for staff transport or pick up and deliver items. . ‘ .

E%g%&%u&ﬁ%%n%&%%%xﬁi%o%%ﬂiﬁﬁiﬁ&ﬁﬁ,Ewu&z
HH o

Responsibilities and Obligations / 5 t4E & X % :

Efficient and appropriate use of the vehicle and all the resources inside this
= ROFAE 28 F R 2R DL S N R

Running, maneuvering, navigating, or driving vehicles:

BAE, TR B B A .

To transport the General Manager safely and comfortably.

WhPR G P 2 4 BTG AT .

To ensure the vehicle is kept in a clean condition internally and externally.
B DR ZE 400 A A ) T 3

To carry out weekly checks of engine oil, radiator coolant and tire pressures.
BT ZEARNL, KAEA H AR i AR AT A A

To take the vehicle for regular servicing and maintenance.

Fa ZE I8 R 45 5 M S AT H R 4R KR TR

Using hands and arms in handling, installing, positioning, and moving materials, and
manipulating things.

FEALHR . 223k, ENL. BB AR B ok s T SO0

To carry items/documents to and from the vehicle and store them safely.
LA TR ZE N R4 it SCATE SO ZE A BB I S A

Entering, transcribing, recording, storing, or maintaining information in written or oral form:
AP ke 08l B, rsidirE R

To maintain accurate records of all journeys.

AEFYED AT IE K

To confirm receipt and delivery of item in written form.
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R it SOR R DS S AE A

Security, Safety and Health / f£f&, 24 RERE:

Maintains high confidentiality in regards to passenger privacy.

KT R BAREF S

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WA NG TAARA AT BEAT Dy, St a) S 2 B R 22 R AR 1] Sk o

Notifies housekeeper regarding lost and found objects.

BT RS, S 5 R0 25 55 6

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

TN R I R AT ATV AR B SR A B

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

I IE K, BRI LA SR E R AR

Follows emergency procedures to provide for the security and safety of guests and employees.
A HTH RSN R, UMRIER N R T2 4.

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

PASCR 224 i 7 DR, @t k3 S R E N

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

AT RE SR B g oL, I St A BN A .

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

RFFREDN N AL, R, OFENER, BRES KT8,

Competencies / B8 7 EK: Good command of English (verbal).
REFH9ECRE S (HiE)
Good knowledge of local roads and locations, vehicle maintenance and good driving skills.

TR B S BRI, R R ERITRY DL B BT

Interrelations / FHHEE R

Contact with all the departments and staff, occasionally external staff when picking up documents.

HRHRTT, W 3 L ASAH RAN TN 1 TARFFIR R

Work Conditions / TAEZ&At:

Regular hours with extra times occasionally.

H & AR A, BRI
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Date
H 1A

Reviewed By
CEP 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.

2N C T RFENTT L BRI R BT, AR L B A7 BRS04 SR 2R G s )
BT SR T BER PR T IR 5 2 2 A S LR ST o i 5 BhaRA TR Rl S R #5118 5 i
REHERE: BT IFERZ S PR R RITHRTT A NERE . P R B AR 2 R R 2 N e

Employee Signature Date
T H 4]
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