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Title: General Cashier
HRAL 44 FR SN
Department: Finance
A 4 55 %
Hierarchy: Reporting to Chief Accountant
E2 4 [EPSE=n TP
Direct Subordinates: N/A
HETE ANidE H]
Indirect Subordinates: N/A
[E1E 7 e AT
Category/Level: Level 6
FIEEL, 6
Scope/ER 5T i B -
e Handle the entire Cash and other currencies day to day; make a safe environment for all cash

transactions either from the Bank or from hotel cashiering system with confidentiality as per
company and company bank policies.

REFE AR B M EAR ST T $2MEA R BOR LA mIARATEOR, F A HRAT B 1 SR 4
grEil N EENI e SIS, L EAT R,

Responsibilities and Obligations /BR 5t 5 X %%

To monitor Front office cash envelopes verified with day revenues from Internal Audit

I P AR R AL E) HWAZ S BT BB ON AT AT B

To issue petty cash as per pre-established timings and ensure all petty cash vouchers are
authorised by the Director of Finance and Controlling, or Deputy Financial Controller in his/her
absence

AR TR 5 BN ) AT FH B, RO R T 22 I < FE B 205 W 5% e s 0 95 B
W (5 sk itk

To keep filing the money transfers.

X FE IR DR A 2 5

To verify the Front office cash report duly audited by Internal Audit on daily basis

AR A8 o 4 R I 2R R BT I e S S AR

To make frequent check of front office floats and report must be submitted weekly to the Chief
Accountant and Deputy Financial Controller

WA AT & G, B LA S THITAN I 55 B AR AR

To make a report of suspense dues taken by operations every fortnight.

BEPIAS B 3090 ) — A 2278 W B I R EUH AN Sk A 7

To ensure that F&B cashier’s floats are verified by spot check and report made.

B DRI I Sl B AL R DGO S & <, kAT B4k

To keep filing the exchange rates after passing the information to Front office.

R 5 B AL 45 7 T80 5 DR SR R R R 4R
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To collect all cash drops even money as per policies & procedures and report any discrepancies to
the Chief Accountant and Deputy Financial Controller.

R IRBORAMTE PSRN I AN B 86, ARG, R s 2t A 25 &)
SRR .

To ensure all deposits are balanced and remitted to the bank on a daily basis

B OREE RN I 58 AT S BRI ANRAT

To open all cash envelopes with 1 witness from finance department as per pre-established rota and
report discrepancies immediately to the Chief Accountant and Deputy Financial Controller
IS E MEPER, VS — 4 WIE AR E T, fIFrAIELs, HaAR, o
BV e sk o T TR Y 55 ) s A 5

To keep the all cash reports confidentially and file them.

XF BT BB SR 5 DR T EAT AR

To keep receipt books in order.

PNy DR AL 5

To ensure Front office and City ledger receipts are properly handled numbering wise.

W IR 1% G5 2 5 AL R0 T BRSO AR R UL

To keen the petty cash vouchers in the Accounting system on daily basis

R IGERRAF R SR G

To ensure optimistic support given to Payroll Master, AR and AP supervisors.

BROR 9 B8 328 L SO AR 8 R AN Mok R A4 A AR WL ) S

To provide cash report every day and forward to Deputy Financial Controller/Chief Accountant.
FERIRBEI AR & I HE 2L 28 W 55 BILE S 2 TH T

To promote efficiency, confidence, and courtesy towards colleagues.

femER, WA E, R ALHER .

To generally promote and ensure good relations with Operational and department colleagues.
Bz E HAER T RS 2 B AL IR 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 ) 2 AR e it . AR B IR SS3S R AR T A R R RIFIE R
To demonstrate pride in the workplace and personal appearance at all times when representing the
hotel thus identifying a high level of commitment.

I 20 ARG M ILAE AR B s BRI B H 5, AT E /KPR i

To adhere to Company and Hotel rules and regulations at all times.

G LTS oy ) S R B A

To participate in any Training/Developments schemes as recommended by Department Head
ZINER T P @ WA TR IO e vt )

To comply with any reasonable request made by Department Head to the best of your ability.

R B0 B RRYEUR I RE 04 AR i) & BREEK

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

N ] WA 55 ) S M S T A ST A 3R S TR R A, DA e A A TR 0 )

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

FAORAEART I A 38 i S [X I8 < o e N BN Y270 A Bl I b v
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Security, Safety and Health / fRf&, &4 R

Maintains high confidentiality in regards to guest privacy.
KTHNEA, CRFFE LS.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WA NBA AT AT BEAT 9, S ) S A PR S 22 AR 1) ek

Notifies housekeeper regarding lost and found objects.

I EEAT B R, S R 5 B

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

TN S I i i 5 AT ATV A B SE R B R

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

FAEME KR, B RUH L SR E B B -

Follows emergency procedures to provide for the security and safety of guests and employees.
LA ML Sy DR DR e A 1 L 22 4

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

LASCH 224 )7 sA0AE, ekt K B & KAt

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

AT B fER AT TG DL, L2 A B

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

RFRAERADNLE, B, CEMCR, BiES &AT8.

Competencies/§E J1 K :

Good knowledge in MS Office, Sun 4.0, ability to maintain manual documentation if necessary
#AZEMS Office. Sun 4.0, YER, REWIRE N T HIE

Interrelations/fi HEE A&

Liaises with Bank, Cahsiers, Front Office, all other staff holding a cash float.
S5HRAT M. mTE. P oAt B E A ) R AR RRICSS

Work Conditions/ TAE %44

Regular hours with extra times occasionally.
IEH AR 18] 548 2K D0 PR [a]

Date
H 35

Reviewed By

Bz

Approved By

CE(VN
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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.

ZUN O T AEFF AR BL B RIALER BT, IR AR AL ER SRR iR R E RIS S
KT SR THERPOR T IR 2 2 A R LR ST o B 35 BhaRA T IRl S R #E AT T B £ i
REGERE: R TIFER S PR KR IFHRTE A NERE . 3 R B AR 2 PR BRI N

Employee Signature Date
R H 34
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