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Title: Income Auditor Supervisor
HRLE 44 B W E
Department: Finance

H) A 55

Hierarchy: Reporting to Income Auditor Manager
& SN B THZ B4R
Direct Subordinates: Income Audit Clerk
HETE NG R g

Indirect Subordinates: N/A

[T 8 AT H]

Category/Level: Level 6

e 6%

Scope/ R 5T {u.1H:

To ensure all revenues generated in the Hotel are recorded timely, accurately, properly
valued, correctly classified and report discrepancies on a timely basis. Ensure the hotel’s
credit policy implement.

FAOR BT I i A R 2 BRSO N B0 30 e A N R 2 ) P2 P e b B R AT o, 1 50RO, IR
Moy DT RIS R AR S AR RN Gt Hidfs

Responsibilities and Obligations/FAER X %

e Every morning and to review the housekeeping revenue is responsible for the preparation of
Opera system statistical accuracy, have need to front desk supervisor put forward opinions
and adjust the room revenue of yesterday.

R T H Opera RGN RIIFH 2% 55 R A GETHHERATE, B 75 E 0] AT & 85
B IFFREENER I E g iloN .

e Responsible for daily room revenue of market participators analysis table
BRG] 2 r IN Z T 25 U5 B 3

e Responsible for preparation of hotel food and beverage revenue analysis table every day
BER AT Gt Y i 2 R ORHIRN 3 B 35

e Determine the number of food report every day, and for the cost control manager and the
finance department copy of the relevant information.

BERBAE B NBHIIR TS, T A ) 2 B R W 55 8 SR BN A 5 Bk

e Input income certificate.

B NN AR o

e Control of all the restaurants use receipts, and check the receipt of the number of the

continuity, to ensure that cancel the receipt also recorded accordingly.

P A T A B, A B S A IR B, W ORI AW AR L A IE SR AE T

Review all food and beverage sales by the following way:
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i LA J7 2UH A% B AT K A 4 -

(Dwhen the correct guest billing records. i 24 157 A K #id 5% .

@Check restaurant has with bill. £ /7 & FH Bk #..

@All invalid bills, change the bill and the outstanding bill to restaurant manager or supervisor
for approval.
FIrEVEIRIK B, BE UK 5 SR IR B AT 5 48 T 3248 B R A o

@Buffet income, especially in settlement of the bill by cash, prevent to reuse the same bill to
check again, to ensure that all revenue is recorded.

WA E BN, Rl e Fagk s, By b B S AT E KRR, DA ORITA
W NHB I T K

BGuaranteed to follow the party control system.
DRABLAIE B 2 4728 1l i B2

(®Check the restaurant sales in line with computer records.
X T NS B e Sk — B

Ensure that all of the detailed voucher discount and miscellaneous income have a related
support;. All discounts must follow the financial policy.Will all the daily discount,

miscellaneous income and cash advances, after summarizing the financial director and
general manager for approval.

BRI A B O 2R TN R AR SR VR A R A SRR o FTAT 4 f D 0B I S5 BSR4
HETE A0, AR S B 5 4 0 55 i M J e 20 P A At
Control all the free coupons, coupons, and voucher properly control and keeping the special
audit hotel promotion revenue bills.
R RIESE . % ttdr, MOBRZERHILRE, WAL R TSSO 2
Audit the daily general cashier summary table and the Banks into bills are consistent.
HTHRE RS GV R AN ERAT E IR 2 15— 3
Audit and adjust every guest down payment, and make sure the payment has been in
place.

B AR R R N E &, IFR IR R BI0
Periodically check the site together with the general cashier deposit, and save the cash
register at each operating point data records.

HE Mg — it & g e, RS E L A BCRA LS 1T 3%

Adjust income of discovery cashier error early every day.

BT 5 R BSR4 AR AR B R WSO

Good communication with all hotel revenue department supervisor, check hotel collection
work well

SN T 28 RAFAIE, JE0 5 BGR TARE A

Security, Safety and Health /{7, 24 RIgdRE:

Maintains high confidentiality in regards to guest privacy.

RKEBNEH, REF L
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Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR N B TAATAT AT BEAT g, S ) S A PR S 22 AR ) ek

Notifies housekeeper regarding lost and found objects.

I FTEA B R, P R 55 R

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

T Y R P e 4 A AT Vs A B SE R s

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

NG g, BRI LA SRR B TSR
Follows emergency procedures to provide for the security and safety of guests and employees.
LA L ARy LR DR e AN 51 T 22 4
Works in a safe manner that does not harm or injure self or others.

LIS 22 4 i) sR0AE, ekt K B 5 Jodth N .
Anticipates possible and probable hazards and conditions and notifies the Manager.

UL AT BRI SR AT TG DL, I S R B
Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
Conduct.

REFRAERAD N DA, B, (CHFEE, BRE S KT

Competencies/BE /1 B3R :

Good knowledge of MS Office, Sun Systems 4.0,0pera/PMS and similar industry systems
#RMS office. Sun Systems 4.0. Opera/PMSZ5ESBLA R 4T Mk 70 A B 4

Interrelations/fH HEE R -

Liaises with all departments

5 AR RS

Work Conditions/ TAEZ& {4

Reviewed By
HRZA

Approved By
G DN

Regular hours with extra times occasionally

1 ARSI, 2R PEAT IR [H),

Date
H A
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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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