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Title: Hostess

HRAL RLIVA
Department: Food and Beverage
i IR
Hierarchy: Reporting to Restaurant Supervisor
TEARAT B )T FE RS
Direct Subordinates: N/A

HETE ANidE H]

Indirect Subordinates: N/A

[E1E 7 e AT
Category/Level: L6

KA 6
Scope/BR 37 Y -

Coordinate reservations in outlet and provide personalized service through guest recognition.
PR BETIT, 8 =R R AR A R IR S5

Maximize seating turnover and provide support to Outlet Manager with interacting with existing

and potential customers.
BRI & R KB 5 O BB B R R il g T 2 BRI E NV SCRF . IR %
BT PRI AL S RE, WENES, DA AT LR B2 S Bk

Responsibilities and Obligations/BR 3t & X 55

To greet, escort and assist guests in seating while ensuring that guests are recognized and feel
welcome.

) P22 2 I I 5| UL AR Az, 5 LIRS R T WG

To maintain confidentiality of guest information and pertinent hotel data.

X FE2AE B LA R JE AR O AE BARFFLE

To communicate reservations and notify special requests to all chefs de rang prior to each meal
period.

FEAE T IN BO R I WU T DA = 5 R IR 5K 5 B vy

To assign tables and controls the distribution and pertinent hotel data.

TAF IS B SR S T A T ) A

To control the seating time of each table to forecast availability for the rest of the meal period.
BRI BRI (] R, DB DR T8 A% P A IS ()N JRE 8

To answer telephone communications and takes reservations according to hotel standards.

i FEAR R FL U 2 B TIT

To attend to special guest requests.

T B R B R B IR K

To communicate to his\her superior any difficulty, guest comment and other relevant information.
U AR AT R, 25 L A AR RS B Bk AT V3

To create and maintain updated the guest history file of the restaurant.
QIR R T = EE R
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To establish and maintain effective employee working relationships.
LIRS B R T AR R R
To attend and participate in daily briefings and other meetings as scheduled.
IR e 0o S H A 213
To attend and participate in training sessions as scheduled.
IR RIZ 5 RHIREE
To inspect condition and cleanliness of menus and ensure that designated amounts are available.
RO S B i RS R R DA R AR RR B, RS AR 78 A2
To update menus as changes occur.
SR A AR BT RN B
To reset his\her station with necessary supplies and maintain cleanliness at all times.
BERAE TAE AR Z R, B IR TAF & PRI R
To implement the hotel and department regulations, policies and procedures including but not
limited to:
PAT I AR TR s, BORMRR, AFEEAURBR T BL R LA
e In House rules and regulations 1% i #1 & i)
e Health and safety i ¢ 5 % 4>
e Grooming {X &Y F
e Quality fi &
e Service R%%
e Hygiene and cleanliness 4= A it 1
To promote and sell all the retails items.
e FED
To prepare in advance the wrapping and packaging for all the retails items.
SERTN P TG AT T B e A .
To keep records of the retail items sold and conducts end of the month inventory.
XA BV AT ISR R S H B A
To maintain tidy and clean all the retails shelves, cupboards, window displays, at all times.
REFFEERA, B LR Ros iR
To attend to special guest requests.
T AR N oK
To promote image of restaurant by displaying impeccable manners, diplomacy and tact towards
restaurant\hotel guests.
I [ TR RS R A RIALA, Vs DL LR BB R 1) R R B TR S
To keep guests updated on special events.
I IS 2 R 25 BT O R (0 B0
To build up recognition with guests.
R YNNI
To report anything that is considered to be a health or safety hazard immediately to the restaurant
Manager or his\her delegate.
AL BT L I T2 DL R 224 AR o 88 T 22 B B HAR RN 5
To provide efficient and courteous service to the restaurant guests’.
[ 88 T 22 BRAR A LA S A A AL IR GG
To keep aware of trends, systems, practices and equipment in food and beverage through trade
literature, hotel shows and site visits.
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A SCERBURE, I 2 DL I 25 SRR R RO AR YO S, BN ARG LS B IR ERAE K ik
-

e To report and follow up the lost & found procedures.
R I ERER V) R P HE SR -

e To coordinate with the Restaurant Manager or his\her delegate in keeping mailing list updated.
ot 552 7 22 B A AR W BE R BB A Ak 7 B

e To participate in functions and activities with other outlets when required.

WER IS 5 ERTHES) .

e To perform related duties and special projects as assigned.
56 A 9% B L B 51 DL R AR 2 HF I L BRI AT 55

Security, Safety and Health / {£[&, &4 R{E5E:

Maintains high confidentiality in regards to guest privacy.

KT N, CRIFFE LS.

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

Notifies housekeeper regarding lost and found objects.

I FEA B R, S o R0 55 R

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

T A R P s AT AT VB B SE Y G

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

FAEME KR, RO SR E B B

Follows emergency procedures to provide for the security and safety of guests and employees.
LA ML AR LARA DR 2 A B2 T 22 4

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

LASCH 22 4 )7 REAE, ekt & 5 & KAt .

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

UL AT BRI SE R AT B, I L2 A B

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

RIFEAERANNLAE, B, CEGR, BiES & AT8.

Competencies / B8 1B R:
e Good command of English and another language.
Fh B SR HANIE 5
e 3 -5 years experience working in hotels.
35 TAEZ L
Interrelations / F EEX&R:

Liaises with outsiders, guests, department heads and front line managers.
HEE], BKER, BUNE G, BN A2 @A R AT R

Work Conditions T.4E 244

Regular hours with extra times occasionally.
1B TAER RS KR Bt
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Date
H HA

Reviewed By
HRZA

Approved By
CEN

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 B A7 BRS04 R 2R G )
FITE o SR T BER PR T IR 2 2 I S LR DT o i 5 BhaRA TR Rl S R # AT T B 5 i
RIPERE: R TIFERZ S PR R RITHRII A NBRE . W R B AR 2 R R I N e

Employee Signature Date
T H 4]
4
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