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Title: Waiter
HRAAL i & Al
Department: Food & Beverage Department
#I] BIRER
Hierarchy: Captain
HE AN ) AL ik
Direct Subordinates: N/A
HETRE AiEH
Indirect Subordinates: N/A

T B ANiEH
Cateqgory/Level: L7

KNI ) 72
Scope/ER 3 ¥ Bl ;

Prepare MEP as per outlet requirement and provide guest service as per outlet standards.

5 AR TT 2R ME A MEP AR Y 88 T AR vHEHE 206 2 e 55

Responsibilities and Obligations/BR 3% & X% :

To assist in the day-to-day operation of his section and communicate to the Captain any relevant
information.

Prih o X H H s 8 I S U OS5 B S S AT VA .

To be responsible for the cleanliness of all equipment used in the stations.

G5 A A T A% T v A

To maintain supplies of china, cutlery and condiments for side stations mise-en-place correctly,
keeping side stations clean and orderly at all times.

LG RHEMERMENTE L, RIFLEHNEBEEF.

To collect and stock bread and butter according to the establish standards.

AR A HE S A7 T B0 A B

To set out tables according to plans and ensure that tables and chairs are cleaned\dusted.
MR THRIER & I ORI B S8 7 AR 5 B K

To lay table cloths and folding\placing table napkins according to the established standards.
ARAE BRI 8 & AT A B 4R

To lay covers set up according to the established standards.

MRAEARAETE AT IR G

To ensure all the trolleys are cleaned and stocked ready for operation.

DR T 8 252 T3 B I e I il A7 T oRis g

To ensure coffee machine is in operation and well stocked.

W ERIMMENL IE H B VR IR TR 4F

To ensure menus are wiped clean and in sufficient stock ready for operation.

MR PR e B, B iz E .

1
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.358

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1

Job Description

PAGE 20F4

To collect F&B orders from the kitchen, return used chinaware, glassware and silverware to
dishwashing area.
MJEF DR AR R B, IR I e A%, BB s IMUAN R 25324 1) S A e s [X 42K
To clear, clean and reset his\her working area.
AL, IR ERTEAT T X
To store and count used linens and soiled silver, cutlery.
Tl A7 I R A A AR AN AR A%, AL
To collect restaurant supplies from stores.
PNENELIE S IR
To be responsible for providing courteous and efficient service of food and beverage to guests in
the restaurant in his section.
A1 57 AR R T XA N R BRI AL S A s R %5« To assume the duties and responsibilities
of the Captain in his\ner absence (when requested).
FESRHEANE b BTG O T B RIE LSRN 55
To control on an on-going basis the level of the following/42 1| 343 M1 LA 2 &

o Quality and presentation of food and beverage products £ 38 7K H 5 5 &=

o Service standards Il 55 ifE

o Condition and cleanliness of facilities and equipments 14 ifi 1% #% IR 150 FH37 Vi &

o Guest satisfaction & A i = &
To establish and maintain effective employee and inter-departmental working relationships.
NIRRT AR R &R
To be responsible for checking his allocated section of the restaurant to see that the mise-en-place
has been carried out properly, that tables are clean, the side boards in order and his section ready
for service.
ST B 0 BE XU A IR AR 25 e B, SR T4, TR 2 TR 4F IR T S Atk
%
To participate actively in service in accordance with the requirements and practices of the section.
PRI EB [T E SR AL PR i KRS 5 RS
To implement the hotel and department regulations, policies and procedures including but not
limited to:
AT AN T TR B, BURARRT, BFHEABR T LR %K:

0 In House rules and regulations 7 % K & il 5
Health and safety fid fE 5 % 4=
Grooming {X X
Quality Jii &
Service 45

o Hygiene and cleanliness 4= 5% 7%
To monitor the stocks of food, beverage, material and equipment and ensure that service
requirements are met.
WA, K, AORIN S 28 1 A7 LA DR BE 6 1 B IR 55 75 K o
To monitor and control all operating equipment for his section.
W B T8 B B I
To report anything which is considered to be a health and safety hazard immediately to the
restaurant manager or his\ner delegate.

LIS Sl P A PO DA K 2 e IR [ 2 PR B AN B3 75

O O o0 O
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Security, Safety and Health -l ., 224 K {g

Maintains high confidentiality in regards to guest privacy.
KT NEH, CREF LS
Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WA 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.
e R P L 5 AT AT A B SE Y S
Fully understands the hotel’s fire, emergency, and bomb procedures.
FENIRE R, BB A SR E BRI
Follows emergency procedures to provide for the security and safety of guests and employees.
LA N SR P AR DR 2 AR B TR 22 4
Works in a safe manner that does not harm or injure self or others.
PASCRR 2247 R AR, bt K B 5 ReAB N .
Anticipates possible and probable hazards and conditions and notifies the Manager.
WULAT eI SER AT DL, I Loy R B
Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
conduct.

REFHRAEADNNLE, B, OFEGR, BiRES & AT8.

Competencies/g& T ER

e Good command of English and 2 other languages
i 1 GETE A ARE &

e 1 -2 years experience working in hotels.
1-24E 0 5 TAE A5

Interrelations/AH H Bt &

Liaises with outsiders, guests, deparment heads and front line managers
HEET], BUER, BUNE &, BN @A RIFECR .

Work Conditions/ TAE %44

Regular hours with extra times occasionally.
1B AR T R AN

Date
H 35

Reviewed By
CEZ YN

Approved By
CE N
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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.

ZUN O T AEFF AR BL B RIALER BT, IR AR AL ER SRR iR R E RIS S
KT SR THERPOR T IR 2 2 A R LR ST o B 35 BhaRA T IRl S R #E AT T B £ i
REGERE: R TIFER S PR KR IFHRTE A NERE . 3 R B AR 2 PR BRI N

Employee Signature Date
R T H 34
4
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