CODE: 02.04.457

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 10F3

Title: Accounts Payable
HRA 44 R AR ST
Department: Finance

HR17] ok 4% 3508
Hierarchy: Reporting to Accounts Payable Supervisor
&34 ) AT B B IR
Direct Subordinates: N/A

HEZETNE ANidE H

Indirect Subordinates: N/A

EIEZZRNYES AiEH
Cateqgory/Level: Level 7
e £

Scope/ BR 51 Y5 :

e To process all invoices and statements in accordance with authorized purchase instructions. Record
and process payment of goods and services incurred by the hotel, according to appropriate terms and
to take advantage of available discounts in line with XXX vacation policies and procedures.

o ZIBVFAIHIRIGTE R, ACBERTAT R EEMEE K . BB Ed n) ok, IR AR aM AR
B ANEE 7 I AT RE AT 0, T SRORH b B R i AR B B RN IR 55 B SCA o

Responsibilities and Obligations/FAER {5 :

e Collate suppliers documentation for processing, matching invoices and delivery dockets with the
corresponding purchase order.

o XTLLBLRRE SCAF (HER RS S AR, BFEAR T E . HAIWAMRIDIE. B
FACUE BATIK S S5, ACFRAIUUES & 52 IF % 5 R VT B AR S PRS2 45 o

e Ensure a “3-way match” — a properly approved (and issued) purchase document and a properly signed
receiving document, both of which match the invoice submitted by the supplier.

o THER“=TULIEC” — — OB IR AP BRI SCAE . — O i IERA RS W B S IR i 4y SO A

5 R SRR K SR A UL .

Review edit report from Store Keeper and check that general ledger codes are correct and check to

ensure that invoices are totaled correctly.

B PO RS AR, R A SR R G i 2 15 TR A TR R S IR YL

Balance receiving reports to stores.

IR

Input Information into the A/P system.

K MATIKER RSt A G S

Reconcile invoices to statements.

ik SRS S KR —F

Prepare cheque run for approval on a weekly basis. Cheques must be filed by an employee

independent of accounts payable function and paid invoices cancelled.

B3 JE % SRR 3K o SCEE L T T A TR BR BB ) 03 TR o Ok ) ke SR

YRR
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Maintain cheque issue log.

TR SCRE I H 3

Reconcile supplier statements monthly with hotel records and follow up on any discrepancies.
B H W EICFAZON BEN R S5 K, B AR AT R .

Maintain batch register and balance daily to General Ledger.

YERF LSRR S K 1) B H P4

Communicate with the vendors:

K IVAETNAb R

Ensure all credit notes are posted correctly to reconcile against suppliers statements and printed on
the remittance advice.

RO BRI P K B, B ORPITA M5 F SR 0 LA 27 H 4T ENAE T 38 50 L.

Complete all supplier credit applications.

58 R T A B N R R I A A

Answer all reasonable supplier requests in a professional and courteous manner.

FH L PR R e £ 25 2 ] 2 (R I 7 P AT 5 BRI K

Security, Safety and Health R, %24 RgRE:

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.
e N TAART 5847y, SN ) e 22 3 R 22 AR T] Sk

Notifies housekeeper regarding lost and found objects.

BB RS, S A2 5 R

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

e I R IR A AT AT v R B I SR R G

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

FAHE KR, BB SR E B B -
Follows emergency procedures to provide for the security and safety of guests and employees.
LA N AR LA DR e A B L 22 4
Works in a safe manner that does not harm or injure self or others.

LASCH) 2247 N0, ekt & & KdtbN
Anticipates possible and probable hazards and conditions and notifies the Manager.

TR FT RERISE R ARG L, JF S i e P
Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
Conduct.

REFRERIN AL, A, R IGE, BETES KT N

Competencies/BE 1 ER :

Good knowledge of MS Office, Sun Systems 4.0,0pera/PMS and similar industry systems
#RMS office. Sun Systems 4.0, Opera/PMSZE2EALL ) [F47 Mk 70 2 44

Interrelations/fAH HEL & :

Liaises with all departments
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5 PR BT ORIk 45

Work Conditions/ TYE &4
Regular hours with extra times occasionally

I TARRSE], AR K FEAT PR (A,

Date
H 1

Reviewed By
HRZN

Approved By
CEN

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 C 1 EIFNAT L BB ER BT, IR AR LG 5 A7 HR STRAE S 2% B R 58 i R B
FITEr o SR T BEZ IR T 25 2 = A R TR ST . B 35 BhaRA 1R IRl S R AT 1 B &
KHPERE: R TIFER 2R R IFRT I NI RE . P BB B bR R i K2 N S

Employee Signature Date
R LR H 3
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