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Title: Accounts Payable Supervisor
HRAL I ASH K R

Department: Finance

#BI7 ot 55 6

Hierarchy: Reporting to Chief Accountant
E% ] i 2 T

Direct Subordinates: N/A

BHETR ANiE H

Indirect Subordinates: N/A

H# T8 AN

Category/Level Level 5

RANEL: 5%

Scope/HR i ¥

Maintain a Creditor's Ledger with the accuracy data as per Audit and Company policy.

5 IEH TR 2 R BCRORE DA UK 2 FEK I8 Or Bicdia HE i

Responsibilities and Obligations/BR A1 X 45

To do timely collection of LPO, Delivery Notes, Invoices, Credit Notes from internal and external
sources.

12 S S e AN AR BRI A -SRI T B (LPOD  AZ1R 8. KRR BRT7 54k .

To update cash flow statement against LPO/Contracts received from operations

xR BTSSR R LPO /& A TE R L4 i

To collect the Goods Receiving report (GRR) from Receiving Clerk on day to day basis.

FER ML AL S DAl i 5 (GRR)

To verify GRR and have all the original supporting are attached.

IR DA B0 I B SRR AR IE .

To reconcile all supplier statements as and when received, investigate and resolve the
discrepancies in good time

Tl A AR RN I G T B A A4 R 7 PR 2 AT A 0T

To ensure all payment are supported by an original LPO or Contract and are authorised by the
respective department head

B IR T AT R R G LPOEK & /], & 2801 R kit

To inform Chief Accountant of any discrepancies found on supplier invoices which have not been
noted by receiving clerk

WA B D3RV B B S 7 e SR _E AR AR AN — 22 R BN B e 3 R 25 T Ui

To import Material receipts into Sun Financial accounting system on a day to day basis. Report
the variance to Deputy Financial Controller /Chief Accountant.

B H A EHHE 5 A Sun Financial it R24t, #2575 kg W55 8IS R 231

To have track on assets coding while booking the invoices in to General Ledger

Y& AW IS N A EN s
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e To pay suppliers/contractors on a monthly basis
T2 7 1e) 1k N7 s 1 0 P S A 9

e To verify the Creditors ageing with Deputy Financial Controller /Chief Accountant bi monthly.
BN H 505 B RS 2T — T B 2.

e To ensure the timely accounting of breakages from F&B operation.
BRSO i B A B K

e To file the cheque payment vouchers with supporting duly approved as per guidelines.
& A8 S TR SAN IR LA S 22 2 v D 1E A% A 1 B e 40

e To assist the Deputy Financial Controller/Chief Accountant on Bank reconciliations and ensure
accuracy with creditor's ledger
PRI 55 Bl B S 2 T E T 5 FARAT A3 A U 1 2 M R LA 57 3 70 SRS e P v it 2

e To track the advance payments and to ensure minimise the debit balances.
PREZTATR, DA DR f K BIRE s/ T R

e To have co ordination with General Cashier on cash purchase transactions.
RN SEAE 7 5 i N AT B AE AR BE

e To file the cancelled cheques in a separate file.
KR SR AL = .

e To have co ordination with store man, receiving clerk and Cost clerk on creditors welfare.
AN BIARR] 5 QR 51 Wbt A A AL B AT S AL BE

e To promote efficiency, confidence, and courtesy towards colleagues.
[Fld 2 A DAL, R, Wit EME.

e To generally promote and ensure good relations with Operational and department colleagues.
iz G AER T RS 2 A AL I IR R AR R .

e Todisplay a pleasant manner and positive attitude at all times and to promote a good company
image to guests and colleagues.
AT IR 22 ) 2 AFH R) < J s it AR IR 5352, IR LAER T A R REFIE R

e To adhere to Company and Hotel rules and regulations at all times.
GR LTS A W) S R PRI o

e To participate in any Training/Developments schemes as recommended by Department head.
AT 2B WS IMEAT IR et

e To comply with any reasonable request made by Department Head to the best of your ability.
FEE B0 B RIS VR B RE JJ 9 B AT ] & BREEK

e To make a timely suggestion to Controller simplifying documents and providing a lead to avoid
duplication issues.
SO [ S R R T A SO AN AR S VT AR L, DA S AR R AR 1 ) e

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

B ORAE AT IS A AT AE b TR 48 5 DX sk < BEIR A S A T IR A

Security, Safety and Health/ {f&. 224 R

e Maintains high confidentiality in regards to guest privacy.
KT N, DRIF B

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

¢ Notifies housekeeper regarding lost and found objects.
BRI S, S 5 RN 25 55 i

e Ensures that all potential and real hazards are reported appropriately immediately.
TN R I b AT ATV AR B SR R G

e Fully understands the hotel’s fire, emergency, and bomb procedures.
I E KR, BRI LA SRR A SR -

e Follows emergency procedures to provide for the security and safety of guests and employees.
LA N A LA DR e A B L 22 4

e Works in a safe manner that does not harm or injure self or others.
PASCR 224 i 7 sUEAE, bt o B 5 JeAt N .

e Anticipates possible and probable hazards and conditions and notifies the Manager.
UL AT BRI SR AT TG DL, LI R B

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

RFF RN NLE, HR, OFER, BiRES kT8,

Competencies/BE T ER

Good knowledge of MS Office, Sun Systems 4.0, Fidelio/Protel.
ZEMS Office. Sun Systems 4.0, Fidelio/Protel&5 /p A A4

Interrelations/AH H K &
Liaises with suppliers and all departments.

5N P AN A F 1D DR AR B 2%

Work Conditions/ TAEf4:
Regular hours with extra times occasionally.

1EH AR ], R EAT I

Date
H 1A

Reviewed By
HRZN

Approved By
CE N
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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, JRANR I B A2 HR SRR iR 2K E R 580 i I
FITEE e IRT B IOR T I S R R LIRSt A0 B R R SR #EAA T B & i
RIHERE: BT IR PR R ITRIT A NERE . W R A B2 BRI AR

Employee Signature Date
TS T H 3
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