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Title: Health Center Manager
HRAL AR LA
Department: Rooms
A % 5
Hierarchy: Executive Assistant Manager i.c. of Rooms
TEARAT B % AT BRI 2 B
Direct Subordinates: Health Center Supervisor
Hg % FRSR ol
Indirect Subordinates: Health Center Staff
CIREN FRAR A1 53 T
Category: L4
@il A%
Scope/BR 5t 5. :

e Manages the areas of Health Center department in order to ensure customer satisfaction and to

maximize the profit of the hotel.

B TRRRE SR A0 XA, UG A 38 o i i A R A )1 R A KAk

Monitors departmental control systems to ensure that costs are controlled, forecasted revenues and
memberships are obtained and that the product quality standards are maintained as per BHI
policies & procedures and service standards.

B TR R G, IEHI A, TS oo b, AR AL [ bRty i I BUCR . 12
FF LA S 25 R HE RSP 77 it JoT R AR 1B

Manages the Human Resources within the department, ensuring that the work climate is in
compliance with the company policies and procedures and maintaining and developing the skills
and knowledge of the related staff

BTN, R TAEMREAT S EBORRE Y, 4ERFIFHR S ¢ 0 L TAE I RE LA
SRR AT

Responsibilities and Obligations/3tAER] X 55

Ensures that the main responsibilities of the different sections of the Health Center Department
are implemented accordingly.

B IR 58 BSORE SR PO AN B 20 AR B R 51

Monitors the Health Center quality service and to ensure conformity to company operating
standards, procedures and local regulations in order to achieve customer satisfaction and to
preserve the Hotel quality standards.

WE AR L RS, RN R ILAT S A ] R bR . T2, e —2,
DATRE SR e 20 1 J3E 08 38 4 AT o

Coordinates members’ fitness assessments and ensures each member receives an individual
exercise program along with the necessary instruction on use and safety.

iR B REVEAY, IR R BRI 22 D1 e FA NGB THRY, IR IR AT 57k S a2
o
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Keeps himself updated with the latest developments in sports and fitness techniques and
equipment and makes appropriate recommendations to the management.

BEIS T 5T IS 31 DL B AR B R I 1) 8 B2 AL e = R

Organizes sports and social activities for guests and members incorporating members
requirements and feedback.

MY R 22 IS8 AL G S, T ke BN R IFE 5 A5t

Ensures that all staff in each section are effectively trained as per the company policies and
procedures in order to meet and exceed the customers expectation of services.

B ERBEA 7 & 0 ¥ 1T RO BT 3 AR S5 BORRE P2 B R85 I, DAORAIE IR 9515 A2 I B
EYN0f liL=E P

Ensures the Health Center areas are maintained in excellent condition and cleanliness. Monitors
maintenance requests procedures and regularly inspects the different sections of the department,
public showers, etc. to ensure proper maintenance and cleanliness.

W PRAES FREAA O XU ORFF RAPIRES PS50 . B 4B isiEre, Jfe ke &)
FIANEI DA, A SEIESE, DA DR IE A B0VS s A ZEf2 .

Applies the standards of appearance and hygiene on all staff.

FOR P 1 LIS S5 AR K& AR bR .

Ensures all areas are maintained in a spotless and hygienic condition, including locker and shower
rooms.

BRI XL A DA S R AP DA SR A, AR AR S IS =

Ensures all food hygiene and health & safety regulations are strictly adhered to and implements
any legislation as required.

B ER AR ST B AR R 22 sy I, AR ZOR B AT RN E

Supervises any Food & Beverage areas within the health club, fitness and recreation areas and
ensures they are efficiently operated, coordinates and communicates with food & Beverage
Manager in this regard.

W REAR D IR IR X I8 S AR IR X3, MRS AUNIE S, JFSRMAEEH SRR
W o

Checks that all department reports and correspondence are completed punctually and accurately.
oK B P BT IR, JFREAT R AER R [

Monitors guest services staff to ensure those known repeated guests and other VIP’s receive
special attention and recognition.

B2 MR A L, DR OR [ Sk 28 A0 & 53 5 52 B 1) ST E AT EE AN o

Handles effectively all guest complaints concerning the guest services department, taking
corrective action to prevent recurrence and convert the guest into a repeated customer.

A R AL B 5 B R 55 R FT A 2 NI, R TR 48 e e 2R D I O A, IR
IR N AR N IRk 2

Co-ordinate proper actions with other departments, inform Executive Assistant Manager i.c. of
rooms. Review all log books related to the department daily and take corrective action when
necessary.

[F) AR BB T T UM E A AT B, TR D 55 AT BRI . R By S EE T TR OC A H LAk
H&E, FHELEN RBIERITE).

Develops effective relationships with guests and business partners in order to create optimal
business opportunities and community relations for the hotel.
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[ Jei 25 R e b AK AR LA R R R IS QUi R L R LA X 5 &R

Works closely with the Housekeeping, Engineering and guest contact departments.

Al TAEEE . B o0, BB N T8 515

Conducts daily briefings within the department where daily operational information is provided to
the staff.

HLHITE RSy, AR TREEB RNZERE R

Conducts a monthly departmental meeting where the staff could express them selves and give
new ideas for the operation.

HEETF H AR T, Ak G TR AL, A Ta R N AR

Conducts evaluations and appraisal skills meeting every six months to reevaluate the staff and
make development plans for them.

RN ML R G TR 2, % 53 TREAT PR Oy Foeil e > N R R X

Prepares annual departmental budget and ensures sales and costs are in line with the budget
throughout the year.

LR TF BB T IR AR OR A B A AT & A 4 T

Ensures that all tasks of the different sections of the Health Center department are implemented
by the staff as per the policies and procedures of the hotel.

B DR AR o B A TR) 38 0 58 A 91 S TSR A e RO 2 o 58 s A 2 B AR AT 55

Oversees the security of the recreation areas, ensures each member and guest registers on entering
the Health Center and ensures the validity of their identification.

B R R X 22 R, iR EE AL 2 MBI AERE N AR IX I AE B 103 B8, AR 451
7.

Maintains careful control over costs in the Health Center department such as overtime, guest
supplies etc.

PRSI BRSO B AR A, BIAnInPE. s BN A

Ensures that operational equipment, computers, other administrative and operating supplies, assets
are maintained in excellent condition.

WiRpTEZE B, THEN, HETBRE R g s, 5 A8 RIFRPIRES .

Ensures all employees are trained to sell memberships.

IR A L2 < ER I

Ensures that the department is effectively staffed and motivated to consistently deliver high levels
of guest service.

BIIRERT I N A G E, AUl 52 AR 2 a4 & dh i ik 55 -

Recruits specialized instructors and ensures they have the necessary professional qualifications as
well as the interpersonal skills.

RIS TNV B, BRI D ZE BB AE BB AL #E T -

Ensures Health Center policies and procedures manuals, service standards, tasks lists and job
descriptions are complete and kept up-to-date at all time.

IR RRAA O BORAE P T, IR PRifE, AT5575 8 DAL R A ik 1) s Bk, 9 HL Bl IS X 3
BEAT SR -

Ensures all staff is thoroughly familiar with the Hotel’s emergency procedures.

BRI A 2 N )5 N SRR T

Knows and applies all BHI corporate and local Operational Standards as well as local authorities
requests and ensure they are implemented.
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T REIT ST A LI JE B BLAR B AN SR E AR, )R BBUREK.

Assists all subordinates in the accomplishment of their job description.

T R TEAT HRALER 5T .

Sets up and maintains ongoing training programs in the Health Center department in conjunction
with the Personnel & Training Manager.

[F) N SRR I 22 3 ST R R RO B IR e W 4pon o AT B I

Maintains a monthly overview of vacation and public holiday balance of all the Health Center
staff and delivers a monthly consolidated summary to the Personnel Manager.

B H 0 T RESH LA S e R AR IS DLk AT S &, IR NSRS BRI ALK
Ensures maximum memberships selling and monitors the number of members constantly.

R R B R AN, RIS S RHE.

Knows and uses the company marketing programs and ensure that all staff are fluent in the use of
these programs.

PRIHE A m B E AR, ORI B 03 AT LRI I X LE R P

Knows the operational use and available facilities of the PMS.

TR EL I AR G SRR AT TR

Ensures that Health Center employees promote inter-hotel sales and in-house facilities.

B DR RS vt ) B3 AT A0CHE )90 i A AR B

Co-operates in the performance of any reasonable task requested by the management.

PP AT B E 2 HFE PT & PSS

Adheres to all hotel policies and procedures.

AT R e AR

Securltv Safety and Health/f# & . ZE&RM{EEE:

Maintains high confidentiality in regards to guest privacy.

KT NG, DRIFE L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wit N TAART 5847y, S ) el 22 3 R 22 AR 1] S ik o

Notifies housekeeper regarding lost and found objects.

I FEAT B R, S 025 5 R

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

e A R P AT A Y A B SE Y

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

FAHE KK, B BUF L SR E BB «

Follows emergency procedures to provide for the security and safety of guests and employees.
AT RSB S, MRIER N R T2 4.

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

LASCH) 224 )7 SREAE, ket K B & Kdtb A .

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

T ATRE SR B g oL, I St A BN A .

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

REFRAEDN AL, B, OFEIGR, BiE s KA h.
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Competencies/BE JE R :
e Good command of English and 2 other languages
R0 ) S35 AKF AR A HARAE 5
e Five years experience in 5* hotels.
TES BT IEA SR TAEZ
e Good knowledge of Microsoft Excel, Word, Outlook.
AL F Excel, Word, Outlook.

Interrelations A EBRE:

Liaises with all departments to ensure smooth operation and develops effective relationships with guests,
business partners, local community, local authorities and intermediaries in order to create optimal
business opportunities and community relations for the hotel.

HSHEATRITRR, WREERIERIZE, 55R%, mliktt, ZttX, 2R USRS
LA MR FR, NI GG R RIS X R R,

Work Conditions/ T/EFR 85 :
Regular hours with extra times occasionally.

I AR R, AR ZREEAT AL,

Date
H 1t

Reviewed By
HRZN

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.

Z N C T ANAT L B RATER ST, JRAR I B A2 HR SRR iR 2Rk E R 581 i I
FITEr e IRTBEL ISR T I S R R LIRSt A0 A BT R S R #EAA T B & i
RIHERE: BT IR PR K ITRIT N NERE . W R B2 R R I N

Employee Signature Date
T H 3
5
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