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Title: Financial Controller
HRAE g ey=a=lIsY A
Department: Finance
H#B17 Uk 2535
Hierarchy: Reporting to Director of Finance
&34 i) A 4% B R V3R
Direct Subordinates: Cost Controller, Accounts Receivable Officer, Outlet Cashiers
HETRE A RIS, MU, SR R
Indirect Subordinates: Store Supervisor, Storekeeper, Receiving Clerk, Cost Clerk
T B FERFEE, GEEHEN, Wik, mMARES R
Cateqgory/Level: Level 3
KR 3%
Scope/ER F aEL:

The purpose of this position is to provide continuous leadership support to the Director of Finance
& Controlling in the controlling and financial area by providing support, guidance and training in
terms of: focusing on day to day operation of the Controlling Dept: maintaining accurate and
timely financial reporting; maintaining good levels of internal control; implementing and ensuring
compliance with all regulations and policies and procedures.
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Responsibilities and Obligations/BR 551 Y %

Oversees management of receivables and all different type of costs within the hotels premises.

Mo B RSO 3k DA B P A 0 i P A [ ) A 2

Supervises month end closing procedures and the preparation of month end reports by established
due dates.

B RS SRE  AEE 2 230 1 H R AR R il o

Assists the Director of Finance in monitoring hotel revenues/expenses and ensure the accurate
recording as per Hotel’s established guidelines. Investigate and critique variances to plan or to
prior year and report back to Director of Finance & Controlling.

P BN 55 e e B E NI ORI DR R B BB v HERf G % . TR TRk 5t
RIECHT —F A B, I 55 S k.

Ensure compliance with all contracts, legal agreements and the proper execution of all operational
taxes.

W PRIESY FTA &R VEE D FF RSN &R E AL .

Assists the Director of Finance & Controlling in analysing 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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Implement and continuously maintain compliance with the corporates Finance & Controlling
Manual and all the policies and procedures documented in the manual.

S it DR AR5 T ST R B I 55T DA K T eh BB B P BUR AR

Continually audit all internal financial controls and ensure monthly section checklists are
completed by established due dates.

FREEH T A A I 5545, JREIRAE BEE I 2T H e O] R B35 .

Ensure Finance staff adheres to planned trainings and encourage continuous development with
coaching, counselling and discipline.

R 55 NAZ 5H KT, sUide T, Slmam )y mersik k.

Maintains calendar with all internal control procedure and respective training events.

il 8 A7 o< A AR AR AR S B85 I HRR AR .

Verifies Expense Reports of and Allowance Systems for management and associates.

N B AZ S 9l P A A RTINS R 5t

Keeps an overview on office items and office maintenance.

SR E B I p A S A NI B YRS

Ensures proper filing system in all administrative offices within the hotel.

BRI S A T A ATBURM A B H AR 18 B AR R S

Deals with insurance companies to ensure a sufficient and ongoing insurance in all respect of the
hotel’s operation.

[ ORI 2 7] B VR R DRIP4 78 R ARF 22 (R ORI

Trains and supervises all outlet cashiers, plan their working schedules with particular focus also
on individual events.

HUIIF B BT B R 51, B AS RIS A LR RIARAT T AR R )

Develops and carries out in coordination with Director of Finance & Controlling as well as
General Manager internal control systems.

[ JF 55 S M R e 2 3 — () 1) N S e P P2 1) 2R 5

Supervises physical inventory takings and control as well as purchase of small operating
equipment and other fixed assets while complying With respective procedures.

W B O A A, AR/ INRLE N Ah ] 78 55 7 A SR , R ORI 4% B LR T
J& .

Securlty, Safety and Health / {fk%, 224 K{EE:

Maintains high confidentiality in regards to guest privacy.

KB NEAL, CRIFE L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wi NS TA AT 54Ty, S ) e 22 3 R 22 AR T] Sk

Notifies housekeeper regarding lost and found objects.
BPUTATIE RS, S 5 N2 55

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

XN R I A AT ATV AR B SR B

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

AN G KR, B LR E BRI .

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

TG N SRR Y LR DR 2 AN B3 T 2 4
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Works in a safe manner that does not harm or injure self or others.

PASCR 22 4 i 7 sREAR, bt o B 5 Rt .

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

UL AT BERYSE R AT B0, JF ML A2 3

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

RFFR AL N, B3, (CRBGR, BiRE S TN,

Competencies B& 7 ZER:
Must be able to clearly convey information and ideas including complex or technical issues, orally
and in writing.
A ZBURE W i 2 LA TSI R T T A i £ B RTIEAR, /B0 5 2 1 1 B R 1 A

Must be able to evaluate and select amount alternative courses of action quickly and accurately.
WIRRE S R . HER PPN AL R B ARAT B T R .

Must work well in stressful, high pressure situations and manage priorities.

WIRBEMGAE R 5K . K RIE LT TAE, FFReab Pt e g,

Must be effective in handling problems in the work place, including anticipating, preventing,
identifying, and solving problems as necessary.

WIRRE S A ROUALEE TAR S BT ) A, A5 ZE R TN . TRl . RO R AR 1) L

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 B SRR B A FRIRIER B2 E B BEsE, IR, EEIEN,  DOE BRI
BHIZIR .

Must be effective at listening to, understanding, taking action when required and clarifying the
concerns and issues raised by co-workers and guests.

WIREE A BT . B, TR SRIUT S, EEE R F AR SR ]

Must be able to work with, understand and interpret financial information, hotel operations data
and complex arithmetic functions.

WARE S AR BRI 5E B WS EHaR A 28 1 R %L

Must be able to prioritise departmental functions in order to meet deadlines.

WIREE A e AL BEAR T B TR B, DARIEAZ I 58 A5

Must be able to make decisions that are always sound and of the highest professional standard.
WARRE A TR . B R AR R D E .

A college/university degree is preferred with an accounting/finance concentration or at least five
years of related progressive experience in hotel accounting on related field.

STHE Rl VK 2 BB 7 P B T 2 TH BCR AT A S ditie 22 /0 T DL B AR A I8 I 56 %
J&o

Interrelations AH HEL & :

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.
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Work Conditions TAE£&4E:
Regular hours with extra times occasionally.

T AR 8] 548 2K AN B 8]

Date
H 39

Reviewed By
HRZA

Approved By
GE DN

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 L VRIEIATT LA ERIATHR DT, R ATE I 5 A7 R STR A i har 7R R0 I8 s R
FOTEr . SRTHER LR T IR 21 R P i TR ST . B 5 B AR AT T [F) S R A ARATT B £
KHPERE: R TIF R IR R RIHRTIA AT RE . P BB 2 B bR SR i K2 Nl =

Employee Signature Date
R T H 34
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	 The purpose of this position is to provide continuous leadership support to the Director of Finance & Controlling in the controlling and financial area by providing support, guidance and training in terms of: focusing on day to day operation of the ...
	该职位的目的是在指导和培训方面提供支持，从而为财务领域的财务总监提供持续的领导支持；关注财务部的日常运作；保持准确和及时的财务报告;保持良好的内部控制水平；实施并确保遵守所有的法规、政策和程序。

