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Title: Office Clerk

HRAE NEX
Department: Human Resources
#I] NI PR ER
Hierarchy: Human Resources Manager
i S= P NFHEH

Direct Subordinates: N/A

HE T AiEH

Indirect Subordinates: N/A

FEHETH ANiEH
Category: Level 6

255 62K
Scope/ERBETE Bl :

To do cleaning, custodial and simple maintenance work in an office environment; to follow daily
custodial standards and instructions; and to do related work as required.

PFTIP N EIEELES . TP AW S T B i 4840 BRYE H W A B IR R R RE R
HE LU, AR R 58 R 58 AR

Responsible for all cleaning activities at the pre-opening offices on site, as well as for all office
work that might be able to be performed.

%28 R DT I I S A T i LA I B 5T 0 5 A T Vit e a5 ) LR B A A

To perform a range of general office/clerical tasks that can be easily learned on the job such as
filing, copying and collating documents, ordering and distributing supplies, pick-up and delivery
of materials. May perform miscellaneous duties.

T 5T — RN LB IMAZE/SCETAE, BlanEm. S, WS R A5 R ERTTH
ats PRI KA KL, B0 R AR S-S AR

Responsibilities and Obligations/ BR 3t & X 5%

Efficient and appropriate use of the office and cleaning materials/items and all the resources
inside the office premises.

AR EFRE I A SRR ISTE A, IVA B BRI o XN i B
Performing general office tasks, copies and collates documents, sends faxes and performs similar
office tasks.

MITERIPAEE, HEBEI, RIEE T AT HAb SR AR 55 .
Documenting/Recording Information - entering, transcribing, recording, storing, or maintaining
information in written or oral form. To observe and report unusual situations on property and
grounds. To report on safety issues and the need for maintenance repairs.

ARG EADRAB BN Sl 0. ffr e H AR EGE DSk P E R . W
e FLVC AR 0 7= 77 T8 R ) ] IR e WA 0l o T 2 4 1) S AR AE DR IR 75 3K

Handling and Moving Objects - using hands and arms in handling, installing, positioning, and
moving materials. On occasion, to move, or assist in moving, office furniture and equipment.
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WEPR KRB HbR - 1T T E A, 2248, JICE SRtk . A8/R iz 5 H i 5
P Y E &

Maintenance and overview of supplies/items - to provide paper products . stationery and other
necessary supplies. To participate in setting up equipment in all offices, setting up conference
rooms in the configuration requested by groups. Under direction, may be assigned to access
computerized inventory systems. Receiving and stocking supplies in appropriate areas on need.
To clean and maintain tools and equipment after use.

YA LR A A - PR AR AREK, SCH LA AU . S5 AEERIN TE. Rk H I E 5
RWOALEWE SRR T, B ZHHE T ENEAE PR S 1B HEICIE Y
FIAEE BN E . TREWREH)E, BT L4

Security, Safety and Health / {R[&%, &4 R{gE:

Maintains high confidentiality in regards to guest privacy.

TRUEZE N AL S I

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR NBA AT AT BEAT 9, S ) S e PR R 22 AR 1) ek

Notifies housekeeper regarding lost and found objects.

I FEA B R, S R0 55 R

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

T I R P R T AT AT VB A B SEAE B fG S

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

FAHE KR, B RUE L SR E B B .«

Follows emergency procedures to provide for the security and safety of guests and employees.
BAF T RSB, DURIER A& R T2 4.

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

PASCR 224 i 7 N0, a5t & B 5 st N .

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

TR T RERI GRS BRI, JF S o R BN 5L

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

REFmENNPAE, B, CRAGR, BRES kAT,

Competencies/ & /7 ER

Good command of English.

R AT ST RE T -

Good knowledge of MS Office i.e. Word, Excel Powerpoint, Outlook, Internet
R IR A BAEEEERE /7, WWord, Excel PowerPoint, Outlook, InternetZs .

Interrelations/ }i HEEZ:

Contact with all the departments and staff.
505 P T LA SIS W A ml s S Ak
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Work Conditions/ TYEZ&Ak:
Regular hours with extra times occasionally

I TARRSI], 2R I

Date
H 19

Reviewed By
HRZN

Approved By
GE DN

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 7 IFNTT BB RIALER BT, FFANBEIE b (0 IR DORAE S R 71 IR 158 31 15 R
KTl SRTHE IR T2 S R ITA LIRSt . B8 BT R SR MATE & &
RIFERE: KT IR PR R RIFRI D NERE . WE R B2 SRR N

Employee Signature Date
R H 3
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