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Title: Valet Parking
HRAAL ME R
Department: Guest Services
#I] 8 AR 558
Hierarchy: Chief Concierge
T % ALEEH]
Direct Subordinates: N/A

HE T o

Indirect Subordinates: N/A
FEHETH "

Category: L7

255 72
Scope / BRBET0. F -

To ensure a quick, professional and friendly assistance to all our guests and to provide them with
all the services related to the parking section.

NITE ERRME S, Bk, i s, JFREETE IHEA KRS .

To ensure the safe parking of the vehicle in the parking area and to ensure the company policies
and procedures are applied accordingly.

B OR T2 2 A 22 A AR AR R X3, A ORIBUCRORE 7 AR I S

Responsibilities and Obligations / BR 3T & X %:

Ensures arriving vehicles and guests are greeted within 30 seconds.

FEI0FD A [ 41 B 2 S P 25 A% 08 T gk

Applies the policies& procedures related to receiving and delivering a guest vehicle.

AT HAH, IR REERE .

Ensures that guests are greeted (by name when available) and offers assistance at all times.
BRI IR B x (AT Re LA RRIE) a2 fe it i,

Drives the hotel guest’s vehicle to the parking area ensuring a safe and attentive drive.
224 H B TR i R TR S I A 2 X

Makes sure the hotel driveway is clear at all times.

B ORIP i 2R TE SR 24 Wl

Assists in loading and unloading of guest luggage in a smooth and efficient manner.
LAV, A RO 7 s B R R AT 2R

Ensures front of the house driveway is clean at all times.

B DRAP I AT X 2B dn 28700 .

Maintains a perfect communication with the Guest Services and Front Office departments to
ensure check in and check out steps related to transportation are perfectly performed.

55 BRGS0 BT B R R, ORUE R4 I B AT 5 A BIs A R s, =5 AL
Fro
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Refers guest complaints to direct supervisor.

) L& E R =R

Complies with the hotel’s health, safety and hygiene policies and procedures.
AR, 22 e N BABURTE R .

Maintains an up to date knowledge of the hotel and local services, supplies information and
responds to guest queries.

Z%%%%@Eﬂm,%ﬂ%%\%%&%%ﬁﬁﬁﬁ,#E%Aﬁﬂﬁ%@ﬁ&%@

Promotes hotel facilities and services for business whenever possible.
FEARART AT BE I, AR TR VOt SRS, (R B TE V.55 o
Keeps track of all city’s geographical changes and street closures.
I F L T 4 P AR A, DA K% T i 3 A 1 VO
Ensures that road safety rules and local regulations are applied during driving.
Tff DR AE 725 T 2 A IS 8~ 2 22 4 R DA B 2 iR
Replaces hotel drivers when necessary and applies their job description.
FE D EE B A =L, AT H A 5T .
Ensures that guest vehicles are parked in a correct way and in a safe position.
TR B2 B LA IR B 07 U T8 22 s K AL
Reports all damages and accidents to the Guest Services Manager or delegate immediately.
[ FE 2 2 PR P 2008 B S
Checks for valuables left over by guests at all times and report found items to Guest Services
Supervisor and Lost and Found.
Kz NE s AR or i, — EORIUE I R e, S ) 2k R B SR Y
LA T -
Establishes, promotes and maintains good public relations while meeting or exceeding guest
expectations.
ISR IR R, @7, A HAERRIFMALKR.
Maintains regular and effective liaison with other departments.
5B H W HA R R .
Assists doormen and bellboys when needed.
FEE, PR E AT A A AR
Co-operates in the performance of any reasonable task requested by the management.
e R AUT 2 HE R e A AR S
Adheres to all hotel policies and procedures.

SIS PR BURREFE «

Securlty Safety and Health / {fk%, 224 R{ERE:

Maintains high confidentiality in regards to guest privacy.

RKTENERL, PREF L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR N B TAATAT AT BEAT Y, S ) S A PR R 22 AR 1) ek

Notifies housekeeper regarding lost and found objects.

W EEAT B R S R0 55 B

Ensures that all potential and real hazards are reported appropriately immediately.
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XN S I i S AT ATV A B SE RSB K

e Fully understands the hotel’s fire, emergency, and bomb procedures.
PR NE K, BRSO 2R

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

e Works in a safe manner that does not harm or injure self or others.
LIS 224 i) A, et K & BN

e Anticipates possible and probable hazards and conditions and notifies the Manager.
TR FT RERISE R BRI, JF S o R BN 5L

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

RFFREN N A, B, CRMGR, BRES AT,

Competencies / B8 HER:
e Good command of English and 2 other languages
ERIGEUSLLEWTIES .
e Two years experience in 5 star hotels.
/D2 TURIWE TAES S
e Must have a valid Driving License for bus and car in china.

FEAT R F [ XK B R 2 2

Interrelations Interrelations / fHHEEZ:

e Liaises with other members of the team and all sections of the guest services department to ensure
smooth operation and develops effective relationships with guests.

5 FBAH e R AR B R AR BT TR A A BT TR, W DR IE S R 388 I 3 ST A 200 5
KRR

Work Conditions / TAE& A
e Regular hours with extra times occasionally.

I TARRSIA], /R I

Date
H 1t

Reviewed By
HRZA

Approved By
EEIVN
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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 T ANAT L B RATER ST, JRANR I B A2 HR SRR iR 2K E R 580 i I
FITEE e IRT B IOR T I S R R LIRSt A0 B R R SR #EAA T B & i
RIHERE: BT IR PR R ITRIT A NERE . W R A B2 BRI AR

Employee Signature Date
TS T H 3
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