CODE: 02.04.054

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1

Job Description

PAGE 10F4

Title: Training Manager

HAAE I 2SS

Department: Human Resources

| NI

Hierarchy: Human Resources Manager
- S=UN NFT R4

Direct Subordinates: Training Officer, Training Coordinator
Hg % Tl L R, BRI 5
Indirect Subordinates: N/A

CIREN pi

Category: L3

) 3%

Scope / BREEVE L :

Ensures all relevant departments are part of the training plan of the hotel. Conducts all training sessions
to all employees from all departments and facilitates all training activities to take place internally or
externally according to training needs analysis.

B ORITA AR ERT TR IR — 87 NP TP 1 TSRt I URAE, PR TE
TN FR AT, BHRTA AN RIS SR 7€ B o

Responsibilities and Obligations / BR 3t & X %5

Conducts a “Training Needs’ Analysis and accordingly prepares an Annual Training Plan and
Budget.

MLt “BITHR" o8, TR BRI L T

Conducts off job training sessions as necessary, particularly in the areas of customer service and
quality.

FE D5 HE AL i 7 55, R 2 2 7 IR ot & 7 THI

Pro-actively shapes a service oriented culture within the operation by measuring and monitoring
guest feedback and establishing an effective and impactive means communicating this to
management and staff.

T I A M R S, AR E BN IR S E T T E G — AN UIRG N T R SO AR, O
HsE AR HEA b 07 X5 E PR L 5 TRt AT .

Provides individual or group instruction to Department Heads and Supervisors to improve the
effectiveness of their staff meetings, performance appraisals or other training related activities.
NE 5T N EER AN NG R ECE AR, DRI A Tl S ecE
FERIIAHRES I RCR -

Conducts or resources management development according to needs identified via performance
appraisals.

PRAGR SRS /oK, ARBOGEREHZE A .
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Assists in the selection of Departmental Trainers, then trains and develops them through ongoing
workshops and monthly meetings.

PREDER TR VI BBk TAE, SR 83 AN A W ORI 2 Jo ] S BRI 7R A0AT T
Tracks individual “high flyers” and ensures career progression within the hotel/company is
planned to match their development potential.

TRRT “ANNER” , FFRREIEA = rH I ERL AR 5 AT & R 8 7 AH I RC .
Reviews appraisal forms and recommends appropriate development courses for Managers in the
Hotel.

PIBEPEAG R, IF OIS & B RS Al ML R PR A -

Ensures all relevant departments have up to date Service Standards and Procedures Manuals and
guides and coaches in the production of the same.

DR PITA A SR 1 T 30 ol O A 95 b v A SRR Fe T, O HLAE H W s Al A i AR U e T
Mes 5T

Joins the Personnel Manager and respective colleagues in setting up Orientation Programmes and
initial skills Training for new recruits and monitors this whenever possible.

5 NHE T A K RS 3E F N FRATE R TIR A NIRES N AN T TH RE RS I URAE,  JRFl
FRZE

Security, Safety and Health / {ff%, &4 R{ERE:

Maintains high confidentiality in regards to guest privacy.

TRIUEZE NESAL = B

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wl e Ne o T AT 5E4T 0y, S ) e 22 3 R 22 AR T] S i o

Notifies housekeeper regarding lost and found objects.

B EUEATE RN, PS5 R0 3 B

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

X I R IR R AT AT AR B AE R S

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

ARG KK, B TUF DL SR E BRI 2R

Follows emergency procedures to provide for the security and safety of guests and employees.
AT R SRR, URIER AR A T2 4.

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

LIS 2247 A, et & KB

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

TR FT REHI G R BG B,  JF I o R BN 5

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

RFFREDN N AL, R, OFENER, BRES KAT 8.

Competencies / & J7EK:

Good command of English and 2 other languages
R A B9 3 S T A A E 5 RE )
Human Resources educational background.

NITRPEHREE T 5
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e Good knowledge of MS Office i.e. Word, Excel PowerPoint, Outlook, Internet etc.
RUF T A R AEBRVE 20, Word, Excel PowerPoint, Outlook, InternetZ% .

e 3 -5 years experience as Training Manager in 5* hotel
3-54F T A Z I 7] b 2 TAE 24 .

Interrelations / M EER &
Contact with all departments, training consultancy partners

5 5 A T BL R BRI o m Yl A A

Executive Duties / ATBUR 5 :
To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's Duty
Manager's Roster.

AN EAE P B AR, AR IE 2 I AE SR 5t

Work Conditions / TAEZA+:
Regular hours with extra times occasionally.

1EH ARSI, (/R PEAT

Date
H 39

Reviewed By
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 T IFNAT L BB R BT, IR ARG B A7 HR SR b 2R B RF 584 i PR B
FITEEe IR THER PR T IR R TE TR DT #EORH Bh A 10 R S A AT B 5
KHJHERE: R T IR IR R IFIRTT I AT RE . P A2 B AR R i K2 N R
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Employee Signature Date

LA

H 341
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