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Title: Chief Accountant
YR 44 FR s S aanli
Department: Finance
A 4 55 %
Hierarchy: Reporting to Deputy Financial Controller
4 [ea) JoF 55 e M A
Direct Subordinates: General Ledger Clerk Income Auditor, Night Auditor, Accounts
HETE Payable, General Cashier, Payroll Master
SRS N B B B RGRTE EHAN

Bt
Indirect Subordinates: N/A
)% T )& AT
Category/Level: Level 4
K] 4%
Scope/ BR ST :

e To lead the Accounts staff, maintain high accuracy levels on all finance data and internal control
in Income and expense segments, ensuring compliance with all regulations and policies and
procedures

I G AU, ST I 45 SO DA S P S RN 35 (R O R P
T,
DL A 2. B R

Responsibilities and Obligations/3AER X 55

e To supervise the functioning of the Income auditor, Night auditor, AP Clerk, Paymaster, &
General Cashier

BN TE L, B . ARG T s 3 SR N TAE
e To get and issue all the day to day and month end and annual reports from sub ordinates and
ensure its accuracy

MR B AEIRBOF Ao HH Rt . H RIS S Ay, IR ORIE AR 1
e To verify all the reports accuracy and forward to Director of Finance & Controlling
SR prA R S B HER TR, RS 4 T 55 S
e To check all the allowance vouchers whether properly approved
T2 T AT AU FEIE S 7 4 Atk v
e To check the petty cash reports thoroughly and highlight any misuse to Director of Finance &
Controlling

WA AT IR S, I 0 55 50 I o AT e T 475 L
e To ensure strict follow up on corporate manual guidelines

T DR P A AV T I P i 3 v )
e To ensure costs measure are adhered through formats given by the hotel
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B DR G 2 H A U A T B

To refine the organisation chart as per management instructions when necessary

W, IR B TR S H A Y ]

To keep open all communication channels and indirectly focus the guest needs

PTG T BB S ORAFIT TR T3 RIE R A/ oK

To ensure the accuracy of bank balance and monthly reconciliation statements

T DR AR AT A K AR BRI ] SXof T 2 (1 v f 12

To implement and supervise all control procedures within the location of payments, paymaster
and Assets control

S AN WA R B U A AN R A B T ) BT A AR R

To conduct float checks in all areas, whenever/wherever a float is held

XF BT XA B AN A& V7 Sl AT R 2

To prepare monthly cash flow statements.

Pt B H ISR R .

To approve duty roaster of subordinates

B LN Jm R FEER

To ensure subordinates emergency personal issues does not affect the department performance
BIR T B A N R S HIA IR 15130

To approve overtime, request of Income Auditor, Night Auditor, AP clerks, Paymaster, General
Cashier.

PO T 5 BCH . BAIKGROC S B B 48 SR BN BE 3K

To conduct communication meeting with subordinates

5T @7y

To have control on Assets tracking with Payable team & Cost Controller

P LA R 55 2H 5 R A J2 1) 1 B8 7 R B

To prepare vacation plan for all sub ordinates

Il BT A J& BRI )

To help and solve any problem faced by the night auditor the night time during implementation of
software

5 B R AR A DAL B IR) 3B AT B I T 3 21 (AT i et

To interact with IT department on priority issues which obstruct the sub ordinates to routine
performance on their day to day tasks

BITEITES), UGBS 2 1ihG T e i) H & AF 55 SR F 1

To promote efficiency, confidence, and courtesy towards colleagues.

Al g2 [ DIALAESY, femiles, HemEfE.

To generally promote and ensure good relations with Operational and department colleagues.
128 FAER T A S 2 LI R R AR &R .

To display a pleasant manner and positive attitude at all times and to promote a good company
image to guests and colleagues.

AR e R 2 ey 2 AR e it . BRI IR ST 3, IR AR T A R RIFIE R
To adhere to Company and Hotel rules and regulations at all times.

EL S /NI DS RTLYR P )-8

To participate in any Training/Developments schemes as recommended by Department head.
SN B BT R IR R vt-&l o
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e To comply with any reasonable request made by Department Head to the best of your ability.
FEE B0 ) B RIS UR I RE 04 AR T & BREEK .

e To make a timely suggestion to DOFC simplifying documents and providing lead to avoid
duplication issues.

S [0 5% e M 4R S fRT AR SO AT 3R S TV A s, DAGRE S 2 R ) ) L
e To ensure that the standards required by PRC laws and by Department are maintained at all times
in the areas specified above.

i DR A AT IS A AT b TR DX R < e N R [ Ve B s 1 TR E R e

Securltv Safety and Health /{R[8, %24 KRR

Maintains high confidentiality in regards to guest privacy.
RKTBENERL, PREF m L.

e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR N B TA AT AT ATy, S ) S A PR R 22 R 1) ek

e Notifies housekeeper regarding lost and found objects.
B EEAT B R, S R0 o5 R

e Ensures that all potential and real hazards are reported appropriately immediately.
X I R IR b AT AT v R BRI SR R G R

e Fully understands the hotel’s fire, emergency, and bomb procedures.
FENI G g, BB L A S BRI S

e Follows emergency procedures to provide for the security and safety of guests and employees.
LA N 2Ry LARA DR 2 A 51 R 22 4

e Works in a safe manner that does not harm or injure self or others.
PASCH 2247 sN0AE, ekt K B & KdtbN

e Anticipates possible and probable hazards and conditions and notifies the Manager.
L FT BRI fER AT E DL, I L2 i A B

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

RFERAERADNNLAE, B, CEGR, BiES & AT8.

Competencies/BE 17K :

Good knowledge of MS Office, Sun Systems 4.0,0pera/PMS and similar industry systems
#RMS office. Sun Systems 4.0. Opera/PMSZ5E3SLA R AT Mk 70 A B 4

Interrelations/fH HER & :
Liaises with all departments

5 AR R4S

Work Conditions/ TAEZf4:
Regular hours with extra times occasionally
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I TARRSE], AR K FEAT INPER (A,

Date
H 1t

Reviewed By
HRZN

Approved By
CE N

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 I ANAT L B RALER ST, JRANR I B AL HR DR iR 2Rk E R 580 i I
FITEr e IRTBEL ISR T IR S R T R LIRSt AR A B RATH R S R #EAA T B & i
RIFERE: BT IR PR K RITRIT A NERE . W R B bR 2 SRR N

Employee Signature Date
TS H 3

4
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



	Security, Safety and Health /保障，安全及健康:

