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Title : Accounts Receivable Supervisor
HRAE 44 Bk IS e =
Department: Finance
HBI] Uk 253508
Hierarchy: Reporting to Financial Controller
E374 ) W 4512 78 B e T 4
Direct Subordinates: Accounts Receivable Officer
HETRE SO R 2 1
Indirect Subordinates: N/A
T B ANiEH
Cateqgory/Level: Level 5
KR 5 2%
Scope /HR 35 Y6. 5 :
e To account for all hotel revenues, and control and verify reverse adjustment, rebates, and
discounts.

VLB TN, DRSS R AT [BHNATT

Responsibilities and Obligations BR 5 & X 5% :
e To Monitor the Guest ledger transfers after completion of night audits
o B e SR i B8 N SR A T 155 100
e To Monitor the City ledger transfers after completion of night audits and handover to Credit
Manager

B e R H i BOAER IR I 0L, R SRR v PE

e To prepare a daily business summary and circulate to concern heads
Il FF R BN SR, JF Ref Rt

e To Monitor the Credit card transfers from revenues
i EHE R BN R 1 L

e To Check the allowance vouchers are approved by authorised personnel as per company policy
KA RN G2 B 42 MR A R BUR A E 1AM IR

e To Check the telephone revenue summary daily & identify any unreasonable issues
o B A R I FLAR WS T B R IR AT AT AN & B[]

e To Co-ordinate with General cashier on all cash revenues are vouched as per cash reports
e e H 204 B < i 75 A S P I e SN R AT S

e To keep your administrative area clean and tidy
REFIPA XI5 50

e To check the complimentary rooms which are properly authenticated; Any unauthorized
complimentary stay is to be investigated and brought to the attention of the management.

a2 2 byt A RUER s AR RGP o e fa dtAT &, JF g1k BT TR
ESER
e To Control and monitor serial numbers of all income related print items.
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FEH I AL WA K BT EDTUH %5

To Ensure all price changes are incorporated in Protel and Infrasys

W ORI A IR 4% A2 B 2 A\ Protel Al Infrasys

To have Control and monitor special events accounts (advance payments) ticket sales, govt.
permissions, taxes, serial control of tickets etc.

PRI ERE RS sk ™ (FATRRD 5255 Wheat . BURBUR. 9Bl 5255 10 70 ATk

faray
~3 o

To check and tally room revenue with housekeeping report.

IV ERSPERHIIE &g v o KL AN

To have control and monitor all telephone and fax calls of management and ensure all faxes are
lodged and long distance call requests are approved by General Manager.

P AT AN AT B T AR PR RY R DR BT AR AR FE T SR a0 S 2 B
o

To check advance payments, billing instructions, proper billing of Seminars and conferences and
other arrangements.

R R N S PN e iR T D O S = N o = v

To ensure all functions are properly billed and function serial is controlled.

B ORXT BT B R ER JT AK BR, JF 0 370 I skt AT P 1

To check all daily use folios, late checkouts and house-use rooms.

R A H R AT B A SRR AE B2 N RS R 55

To assist the Front office in case of Group check outs

P I 7 20 B AR 5 T2

To make spot checks on cash floats in co-ordination with General Cashier

5 RN E AR T Aeg T kAT sl A

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

5 B AR G AE B IA) IS AT B I BT 368 2 AT ] i) et

To promote efficiency, confidence, and courtesy towards colleagues.

FemRCE, WA s, FFZE AR

To have control and monitor privilege card sales.

PRI B it o RIS

To control and monitor coupon sales during cash agreements by Sales team

2 il AR BN A T A 25 25 T 4 P S T P P B 5

To generally promote and ensure good relations with Operational and department colleagues.
iz G EAER T R A AL IR R R R .

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

FEART I A R 2L ey 2 AN [RI s it . BRI IR SS A&, JFRLMER T A R RIFIE R
To adhere to Company and Hotel rules and regulations at all times.

GR LIRS 3 ) Sl B = A

To report any equipment failures/problems to the Maintenance Department.

[Fa) A FS e o AT A 8 25 A/ 1) L

To pass any maintenance requests to the Maintenance Department.

AT AT LEAZ ZOR AL L HEAZHL
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To participate in any Training/Developments schemes as recommended by senior management.
SN BN GO AT AT B I A R vl o

To comply with any reasonable request made by Department Head to the best of your ability.
R il 1] RIS VR BE 3R AT 5 PR EER

To make a timely suggestion to Financial Controller simplifying documents and providing lead to
avoid duplication issues.

S [0 5% 35 78 )Gk it A SO AT R e T Y i i, DA G i A= TR ) ) A

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

il OR A AT IS A AT R 95 DX s < o e N R [ Ve B ol 1 TR E R e

Security, Safety and Health / {£[&, %24 R f@E:

Maintains high confidentiality in regards to guest privacy.

KT N, PRIF B

Reports any suspicious behaviour of guests and staff to the General Manager and Security.

W e N TR AT 5EAT 0y, S 1) e 2 3 R 22 AR T] S i o

Notifies housekeeper regarding lost and found objects.

B EUEATE RN, PS5 R0 3 i

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

X I S IR b AT AT v AR B SR R G R

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

PN IE K, BRI LA SRR SR

Follows emergency procedures to provide for the security and safety of guests and employees.
LA ML ARy LR DR 2 A B3 T 22 4

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

LASCH 224 )7 sSNEAE, ekt o B & KdtbN .

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

L FT BRI fE R ATIE B, I L2 A B

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

RFFREERN N L, BH, QORGR, BiRiES TN,

Competencies fg ST EXK:

MS office, Fidelio, Protel, and ability to perform manual documentations when necessary
HZEMS office. Fideliov Protel58Jr A%, FFREMHSLE 2 BEIT i) N T ELAIE

Interrelations A EEE R :

Liaises with all Debtors and all Revenue generating departments.

5T 5195 N LA i RSN B3R 1] DR 1445

Work Conditions T-YE &

Regular hours with extra times occasionally.
TEH AR 8] 548 2K (R N PE R 18]
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Date
H HA

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.

2N L VRIEIATTCL ERATER DT, A A R SRR i hr 7k R0 i B
FOTEr . SRTHER LR T IR 21 R e i TR ST . B 35 B AR AT T [F) S R A5 ARATT B £
RHPERE: R TIF R IR RIHRTIA AT RE . P BB 2 B bR SR i K2 Nl =

Employee Signature Date
R H 34
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