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Title: Club Receptionist
HRAE R PR
Department: Health Club

#I] SR A
Hierarchy: Reporting to Health Club Manager
T % BRI O
Direct Subordinates: N/A

HE T AiEH

Indirect Subordinates: N/A

FEHETH ANiEH
Category: L6

255 62K
Scope/BR Yo :

This position is concerned with guest service, assistance and attention in the Le Club. It involves
reception duties, sport supervisor, cleaning and maintenance. Lifeguard duties may also be
required for this position.

FEAFGTHRAR P OERRS, DL ER T Rty sshiis, HHUA Y
o BN B LA HRUE TAEZK.

Responsibilities and Obligations/HR 5750 X 4% :

Handling Guest inquiries, and reservation for all activities.

K3 s ) ) S s B TR o

Payments and general administration

PUDTA FRIEA LSRR 3 AR

Sportswear and sports equipment sales

BB .

Supervision of Fitness Studio and relaxing area such as steam and sauna in assisting guest
ensuring correct procedures for use of facilities are adhered too.

PR S TR DL SRR X0, Ay T 28 DL AR B X, P A A DR R H IR 1 7 A8
FH it o

Assisting supervisor as required in setting up for use of facilities, group coaching activities, game,
supervision and refereeing, etc..

BEATIEBIHER, BIMONZRES), HEFR MBS

Cleaning and maintenance of all areas and equipments to the required standard
T T YRS A DX AN g 2 ik B R A R

Lifeguard duties at pool as required.

it BN AR H BB R BT

Cleaning and maintenance of swimming pool and pool deck area

BV IR LESP PN R R X 5
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Promote XYZ Hotel services and facilities at all times.

T T F I i R 55 M st o

Ensure efficiency, confidence, courtesy and an extremely high standard of social skills.

BIR TAERCR, BfEC, AL mbndE AL A £ e

Ensure good inter-departmental relations.

YERF R A HOER TR 5 2

Must have a pleasant manner and positive attitude at all times, and promote a good company image
to guests and colleagues.

TRAF R HIALAOT IR 2 R IR A, 1A 5% UL R TR R RAFHIARMLIE &R

To demonstrate pride in the workplace and personal appearance at all times when representing the
hotel thus identifying a high level of commitment.

BN, IR AAE TAEY P ORI M RAFHIAGR,  FEIIB S bt .

To adhere to Company and Hotel rules and regulations at all times

GR LSBT JE e ox m) R )

To report all equipment failures / problems to Maintenance Department. Pass any maintenance
requests to the Maintenance Department.

) AR T TR 2 T PRV o8 B/ ) R, () B30T i S 4R B R

Participate in all Training / Developments as recommended by senior management.

ZINPTA w208 B @ W BT B IERL R PR AR .

Assist the Duty Manager in any task outlined/detailed by him/her.

P BB P2 B 5 il FE e HE AT 55

To complied with any reasonable request made by management to the best of your ability.

SRR K AE 158 VB B8 TR IR 5 BE T AR 224k

To ensure that the standards required by Law and by Management are maintained at all times in the
areas specified above.

TR DL L 52 21 ) A DI ) 7 BEIA 219270 DL RS PR R R L b v

Security, Safety and HealthAR[E . 224 g EE .

Maintains high confidentiality in regards to guest privacy.

KT NG, DRIF B

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
e N TAART 5847y, SN ) el 22 3 R 22 AR T] Sk o

Notifies housekeeper regarding lost and found objects.

B FUEATE RN, PS5 R0 3

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

T P R P s AT AT VR B SE Y fG S

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

AR KK, B TR SR E BRI 2R

Follows emergency procedures to provide for the security and safety of guests and employees.
WY P R SRR, DURIER A K R T2 4.

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

LASCH 224 )7 NEAE, ekt & E & KdtbN .

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

TR T RERI GRS BTG B, JF S T R BN 5L
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e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.

RFFRAEDN N AL, R, OFEER, BRES KT8, .

Competencies/f8 HER
e Good command of English and 2 other languages
AGAE B A ARG S .
e 1 -2 years experience working in hotels.
A 12 )E TAERL .
e Good knowledge of Microsoft Excel, Word, Outlook.
#45 A8 FExcel, Word, Outlook.

Interrelations AR E B R :

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.

SHErAEITRR, WRIEENIEYIZE, S5, ke, HtX, /U ESRES
AR R, NS QNG RIS AL X O R .

Work Conditions/ TAE &4
Regular hours with extra times occasionally.

B TARRSI], AR PR I

Date
H HA

Reviewed By
HRZA

Approved By
CEiION

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 L VRIFEIATT LA ERATER DT, AHEIE A R SRR i b 2k R0 i AR
WOTEE . IR THER LR T IR 5 21 R s i TR 5T o B 35 B AR AT T R S R 45 AT B £ i
RHPERE: R TIF R R R RIFRTTA N RE . P BB 2 B bR SR K2 NIl S
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Employee Signature Date
R T H 34
4
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