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Title: Director of Finance and Controlling
HRLE 44 B WA 5% ke
Department: Finance
A 4 55 %
Hierarchy: Reporting to VP - Finance
E2 4 [Fa] JF 25 B AR AR
Direct Subordinates: Deputy Financial Controller, Financial Controller, Puchasing
HETE Manager

SRS, MSEERISRFER LY. RIWEH
Indirect Subordinates: Chief Accountant, Cost Controller, Payroll Master

3N g it i, RATEHIZ2H, o RE
Category/L evel: Level 2
ESTIE 37 22
Scope/BR 5T FH :

e The purpose of this position is to provide continuous leadership in the financial area by providing

management with guidance and training in terms of; focusing on the profitability of the business;
maintaining accurate and timely financial reporting; ensuring acceptable levels of internal control,
ensuring compliance with all regulations and policies and procedures; and safeguarding
owners/investors assets.

ZHRALI H 2 A8 BN R i AR I T B9 SRR, AT S A0 55 Sk 1) 45 8403
TEMWEAGE ST ORFFED . S BS54t s BER AT 32 B N S K iR
SERTA AL BORARRER: 4P ra B a3

Responsibilities and Obligations/BR A1 X 45

Effectively manage and communicate cash flow related issues. This will include the accurate and
timely preparation of cash flow statements, management of receivables, payables, cash balances,
control mechanisms and timely deposits.

A RO BN I SR E AR S . X B AEAENG . SO gm | e R, MUK
IVZ RSO oS TN Al IR IS R R E S

Monitor hotel revenues/expenses and ensure the accurate recording as per hotels’s established
guidelines. Investigate and critiqgue variances to plan or to prior year and offer practical
improvement methodologies to management.

B E NI, IR0 OR % B AT U 5 1) I B e HE U HERf DSk . . 1TFR SRR
B —EHIAN—3hL, a8 BT 1SR A7) 92w AT 1) ek 77 v

Monitor the capital planning process by assisting management with the calculation of return on
capital improvements, gathering support and monitoring the bid process, ensuring proper upkeep
of the property by evaluating scope of work and specifications.

MBS R, B DB B B IR R S e . BRSO RE AT B BehRid AR, T
A PPA AV R ) R 22 38 4P T 7

Ensure compliance with all contracts, legal agreements and the proper execution of all operational
taxes, assist management in maintaining all licenses, permits, insurance and other regulatory
contracts.

BRI ST AT )& R M T RSN & A E LB Uh BT A PR VFATHIE. ORG &
FoAth 58 & R 4E 4P L

Analyse financial data and operations in order to advise management and to assist in achieving
and maintaining the hotel’s financial objectives.
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T S EAEATIE A, DME A PR T TSR A, I b B SEBURT OR339 15 I 55 H A

e Maintain compliance with the Corporate Finance Manual and all the policies and procedures
documented in the manual.
TRFFEST (a5 T BUSCT Wb B B P BUR S Y .

e Establish and continually audit all internal financial controls including purchasing, cash handling
and disbursements, inventories, hotel assets, master keys, payroll and employee records.
FUE TF 5 ST A% P B BRI 25 4], BRI I A BRI S Y . A58 TS B 3
REPIRL. LBTRA A Tidak,

e Hire, train, supervise and develop staff, including coaching, counselling and discipline.
IS Bl B IR AT, BiEES. MmO,

. I\élair?tai? compliance with hotel standards and regulations to ensure safe and efficient operation of
the hotel.
DREFE ST EPRAEARLE , DABRORIA G %24 A0S E

e Ensure the proper utilisation, maintenance and periodic upgrades of all Information Technology
equipment (where responsible).
BIORIEFEH] . 4540 A 5 BHoR %, IFEMITIR (50 .

) cIij)ireccj:t or prepare all financial reports in accordance with corporate requirements meeting various
ue dates.
22 MY B SR AR s oA\ i 1) 55051 1 20 A (R kL F S i A I 954 5

e Conducts and/or attends and contributes to periodic meetings to maintain favourable working
relationships with the management team and promote maximum morale, productivity and
efficiency i.e.
FRAESIN . RERCE IS, DI PR FF RIFB) TAE G &R, o RIEREEHIR T £
A AP IRE, R

- Executive Committee i 4T 2 i1 2> - Sales and Service 448 5%
- Financial Review 11 %5110 - Budget and Forecast i & & Fi |
- Credit and CollectionfZ 5% 5 Ytk - Cash Flow Projections Hi4: i & it

4

e Maximise efforts toward productivity, identify problem areas and assist in finding and
implementing their solutions.
v A iR A A, R A IR, U SRR SE I AR R T

e Maintain accurate job description for department staff.
PREFHRI] 52 A HERRER A7 H65

Security, Safety and Health/{7R, 22 EE:

e Maintains high confidentiality in regards to guest privacy.
PR DR ST 25 N B FAE BAH SN ES

¢ Reports any suspicious behaviour of guests and staff to the General Manager and Security.
K2 NN 3 T HAEAT AT BEAT AIC AR 45 B AR 22 4tk

¢ Notifies housekeeper regarding lost and found objects.
W A FE AL B AR 45 75 5 FR 2 HE

¢ Ensures that all potential and real hazards are reported appropriately immediately.
B DR DL I AR P E 6 T B SE B 18 3

¢ Fully understands the hotel’s fire, emergency, and bomb procedures.
P85 T ARG BT NS AN AR A O AR o

¢ Follows emergency procedures to provide for the security and safety of guests and employees.

A NLSURE Py AR DR B N B3 1) 24
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¢ Works in a safe manner that does not harm or injure self or others.
DA B B CEifh N ) 2247 SR
¢ Anticipates possible and probable hazards and conditions and notifies the Manager.
TN FT e BB AE IR B RGO, IR RS g .
e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.

RN AE k. SOFBER. BB S AT A LA B B s be i .

Competencies/§8 /1B 3K
e Must be able to clearly convey information and ideas including complex or technical issues, orally
and in wntmg
WOZ e % T A 1 DA 1S A T A 1A A5 BANEAR, B4 B AR i) e R ] R
e Must be able to evaluate and select amount alternatlve courses of action quickly and accurately.
MRS TRIE . HERAIL PR MR B T3 T &
e Must work well in stressful, high pressure situations and manage priorities.
WIRREMGAE 5K K RIE LT TAE, FFReab PRt e g,
e Must be effective in handling problems in the work place, including anticipating, preventing,
|dent|fy|ng, and solving problems as necessary
RER A b b BT AR 37 B ) o) @,Tﬁﬂ‘ﬁm?ﬁ{m TT VR A LR ]
o Must have the ability to assimilate complex information, data, etc. from disparate sources and
consider, adjust, or modify to meet the constraints of the particular need.
WA RE FIRIOR R FRIRR S 20 12 8, ¥R, JErE. VRSB, DUE R R
BHIZIR
e Must be effective at listening to, understanding, taking action when required and clarifying the
concerns and issues raised by co-workers and guests.
WIRREHS A RN . B, TRENRIUT S, EEE R AR AR R ]
e Must be able to work with, understand and interpret financial information, hotel operations data
and complex arithmetic functions.
WATRE S 1E . BRI 5515 B W5 12 8 Bl A 28 i TH SRR 4
e Must be able to prioritise departmental functions in order to meet deadlines.
WIRRES A S AL BT A5 TR R, DLERIUEAZIN 58 AT 55
e Must be able to make decisions that are always sound and of the highest professional standard.
WARRE At AT SE R BT B T AR AE R g .
e A college/university degree W|th an accounting/finance concentration or at least six years of
related progressive experience in hotel accounting on related field.

ST R VR 22 BUASRE A2 [ BEAT I S 2 7 B R AU R DN UL BRI

Interrelations/H HER & :

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.

H5EMIIRFRBZS, UMOR-FARIstE, PSRN BMAKEE. ALK 07 2 R th o ALk g
S RHIEER R, PAME IS G138 B R AL S AL IX R &R

Work Conditions/ TYEZ%A4:
Regular hours with extra times occasionally.

TARZEA: IR AR ] 55 A 7K N BES 18] .
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Date
H 1

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 AT L B RATER ST, FRANBE I B A2 HR SRR DR 2R F R 580 i I
FITEr e IRTBEL ISR T IR S R R LIRSt AR B3R R S R #EAA T B & i
RIHERE: BT IFR A PR R EITRIT A NERE . W R A B s 2 SRR AR

Employee Signature Date
T H 3
4
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	 The purpose of this position is to provide continuous leadership in the financial area by providing management with guidance and training in terms of; focusing on the profitability of the business; maintaining accurate and timely financial reporting...
	该职位的目的是为管理人员提供指导和培训方面的支持，从而提供财务领域的持续领导；注重企业的盈利能力；保持准确、及时的财务报告；确保可接受的内部控制水平；确保遵守所有的法规、政策和程序；维护所有者/投资者的资产。
	 Effectively manage and communicate cash flow related issues. This will include the accurate and timely preparation of cash flow statements, management of receivables, payables, cash balances, control mechanisms and timely deposits.
	 Monitor hotel revenues/expenses and ensure the accurate recording as per hotels’s established guidelines. Investigate and critique variances to plan or to prior year and offer practical improvement methodologies to management.
	 Monitor the capital planning process by assisting management with the calculation of return on capital improvements, gathering support and monitoring the bid process, ensuring proper upkeep of the property by evaluating scope of work and specificati...
	 Ensure compliance with all contracts, legal agreements and the proper execution of all operational taxes, assist management in maintaining all licenses, permits, insurance and other regulatory contracts.
	 Analyse financial data and operations in order to advise management and to assist in achieving and maintaining the hotel’s financial objectives.
	 Maintain compliance with the Corporate Finance Manual and all the policies and procedures documented in the manual.
	 Establish and continually audit all internal financial controls including purchasing, cash handling and disbursements, inventories, hotel assets, master keys, payroll and employee records.
	 Hire, train, supervise and develop staff, including coaching, counselling and discipline.
	 Maintain compliance with hotel standards and regulations to ensure safe and efficient operation of the hotel.
	 Ensure the proper utilisation, maintenance and periodic upgrades of all Information Technology equipment (where responsible).
	 Direct or prepare all financial reports in accordance with corporate requirements meeting various due dates.
	 Conducts and/or attends and contributes to periodic meetings to maintain favourable working relationships with the management team and promote maximum morale, productivity and efficiency  i.e.
	 Maximise efforts toward productivity, identify problem areas and assist in finding and implementing their solutions.
	 Maintain accurate job description for department staff.
	Security, Safety and Health/保障、安全和健康:


