CODE: 02.04.460

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 1o0r5
Title: Cost Controller
YR 44 FR BA T | 4 2
Department: Finance
| 4 55 %
Hierarchy: Reporting to Financial Controller
E344 [ 5% 12 78 ) el AR
Direct Subordinates: Cost Control Clerk, Storekeeper, Receiving Clerk
HETE D& AN E =S N g g
Indirect Subordinates: N/A
[E1E 7 e AT
Category/Level : Level 4
FIEEL, A%
Scope / BRFVE -

Monitor the entire control systems including Food & Beverage: coordinating with EAM - F&B,
and assist him to increase the profitability of the department. Assist the Financial Controller on
Storing issues, Cost control inventions, HACCP regulations and regular inventory takings.

P AR RN BN RS RS IETEBEIS S CRIED , IR &k
HIEAIRE ST I 551278 LR M AL B A7 0 AL, RROASIZ ) 7 58 . HACCPIERE LA & H
B EERAT

Responsibilities and Obligations / BR 31 X %

To liaise closely with the Food & Beverage Department on various operational and cost related
issues.

FUE A E B AR 5% ) LS B G R R VR &R

To prepare the costing for recipes and menus prepared by the Executive Chef and suggests the
selling price.

HEREAT U B g ] ) BT VS AN S S BOARZ B, R B A

To perform test checking on the receiving of goods at the hotel and to see that the procedures are
followed correctly.

WIS RN SR X e AT sy, JFEE 2T IEFEST TR

To perform random test counts in the Stores.

XFG EEPAAT BEA LA T 2

To prepare Daily Flash Report of food costs as well as the daily Beverage Potential Report.

Gt VI RCA ) <A H AR A R KR .

To attend major banquet or depute the clerk to monitor the head count. Report to be made day to
day basis.

R 2y, BURFEIR R i N B B H kT Bk

To prepare P&L statement of major banqueting events.

I ifil| K LG B ) i R

To prepare banquet revenue breakdown summary.

] B N R
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To verify daily outlet void control sheets/Checks

1% S RENb A5 e AR | R A0

To verify outlet open item report to see that correct pricing has been applied and take necessary
action in input the recurring items in the POS system with IT team support.

BEENL SR A IR TR A, AR S RA T IEFREN, JEEITRIBK S R FAEPOS &
G i N2 I T IS SR R PR 4 i

To randomly test the inventory of outlets by reconciling the opening stock with the closing stock,
taking account of store issues and sales.

T I A IIAF B 5 WIARAF DR BEAT o0 B b AR DR AT AL 2T, JF 25 8 B A R AN &
To attend outlet theme nights to ensure head counts, and no misuse has occurred.
BEINEN S EEBGES), WRSIKENE, @Rk R HIA .

To verify and approve outlet food & beverage requisitions and forward them to Stores.

RS IFAEHEE ML S B AT UORI TR, IR A AR P

To scrutinize purchase and stores requisitions for special events.
GRACHEESY7SEpm AR VAL IRY SR

To review and prepare outlet buffet costing periodically.

7€ S H A A o )75 B B AL

To verify and control complimentary bar order forms, F&B cost and fruit baskets in the rooms
etc. AZRF A G S IE T BT . AR AN 5 7K SR T 55

To organise to get short supply note and advise kitchen on necessary purchases for rest of the day

HGRAFERBEIFORE L, I J8F Dt B0 AR IR 1) B4 0 R F 2 1L

To investigate major minibar rebates and brief the Financial Controller.

A ENEIE R RO, IFRIY %I B AR R E A4

To post and file inter outlet food transfers.

KA PRHEN SR R .

To transfer POS (Infrasys) revenue data and run the potential usage report.

f&#POS (Infrasys) WM, FFor AIEAEAE G DL .

To control steward sales issued and prepare monthly summary for the same.

FEHINER A TAH S, JrgmfileE H B &,

To verify daily receiving report.

s H B 75

To prepare Entertainment report from Infrasys and send to Chief Accountant/DOF every day after
scrutiny.

FERFIH Infrasysé i 2 R VH Pk, & A JFI828 S 2T 45 i .

To verify and record beverages and samples received at free of cost.

RZR A SR B 4 SR ORI AL

To review and verify spoilage.

A A% AR UK L o

To prepare general store issue reports on weekly basis including for slow moving items.

B Jo i 1) — B AR BB TRE R s

To perform market surveys once in 6 months, necessary amendments should be made to the
standard list of suppliers for food & beverage, in liaison with the Executive Chef, Purchasing
Manager and Financial Controller. Obtain a supermarket list for vegetables and fruits by
performing cash purchases bi monthly.
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6 HBHT — ki E, BCA TBURE . RGP LY 5512 8 Bl AR HE BT i At
BHE N 42 B AT D ERE S RS AT — ORI, IRAGEE T B RS A KCR IS
L

e To analyse and prepare entertainment, complimentary, employee relation & employee meals cost
at month end.
FEH IR B A gmi e R St R LRR MR TR

e To prepare inventory variation report.
I il 7 DT AR B R 5

e To organize, supervise and attend regular physical inventory takings for F&B, Printing &
Stationary, Promotion Material, Cleaning & Guest Supplies, Laundry & Technical Material etc.,
as well as for Small Operating Equipment and Fixed Assets.
HZL, WEIFRSIMEMNCERAF, OFHEn S50, BRI AOCE, M5, HiER

%
Flih, PeAR KL TR, DAL /INYIE S B8 A 8] 5E B3 7

e To prepare cost controller’s report.
2 1) PSEAS A28 1) 4 75

e To participate in any Training/Developments schemes as recommended by senior management.
ZINERE N S WA N FEtRl .

e Make a timely suggestion to Chief Accountant /Director of Finance and Controlling for
simplifying documents and avoid duplication issues.
(] S 2 I/ 55 50 s B IS 4 TR AR SR I, at e i A2 SR LAY ) R

e To comply with any reasonable request made by management to the best of your ability.
FE6 8 PR T RIS VR 1) B 04 AR AT & BREEK

e To promote efficiency, confidence, courtesy and an extremely high standard of social skills.
AR, WmAE, FEFHRALALHEE, R&IEH mbrdEi s H5me .

e To generally promote and ensure good inter-departmental relations.
e BEANAA TR R4 BB T T IH] 2K &R

e To display a pleasant manner and positive attitude at all times and to promote a good company
image to guests and colleagues.
AR I A R 2L ey 22 AR s it . AR IR S, JRRAER T A R I RIFIE R

e To demonstrate pride in the workplace and personal appearance at all times when representing the
hotel thus identifying a high level of commitment.
I 2 ARG M ILAE AR B s BRI B B 58, AT € 7K P AR

e To adhere to Company and Hotel rules and regulations at all times.
GR LIRS oy ) S )R 2 A P

e To ensure that the standards required by PRC Law and by Management are maintained at all
times in the areas specified above.
B DRATE ART IS i A AE _E ik i 7 X 3~ v e N RS [ R A B B 1T 7 s v

Security, Safety and Health / {55, 224 FfdfE:
¢ Maintains high confidentiality in regards to guest privacy.
KT NEAL, CRFFE L.
e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WA NBA AT AT BEAT 9, S ) S A PR R 22 AR 1) ek
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¢ Notifies housekeeper regarding lost and found objects.
BRUEATIE Ao, S 5 N2 55 6

e Ensures that all potential and real hazards are reported appropriately immediately.
T A R P T A AT Vs A B S s

¢ 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 AR LA DR 2 A B T 22 4

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

e Anticipates possible and probable hazards and conditions and notifies the Manager.
UL AT BRI SR AT TG DL, I L2 i R B

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

RIFFR AR N TR, B3, DORIGR, BETES AT,

Competencies / B8 HER:
e Good knowledge of Microsoft office, POS (Infrasys or Micros 9700).
# & Microsoft office. POS (Infrasys&Micros 9700) % 1.

Interrelations A HEER:
Liaises with Kitchen and F&B Department.

5 B 55 B AR B ORFF IS

Work Conditions T{EZ&4%:
Regular hours with extra times occasionally.

AR AR 18] 5 48 2K AR B RSE 1]

Date
H 1

Reviewed By
HRZN

Approved By
GEN

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
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improve personal abilities, resulting in maximum guest satisfaction.

EUN C T IFNAT L BB R BT, IR ARG A7 HR SR b 2R B RF 58 1 PR B
KT IR THERPUR T I 2 R 5L LR DT . 2R 35 Bh 3 1 0 [m) 3 R HE A AT 1 B i
KHPERE: R T IFERZE IR R IFIRT I AN RE . P A2 A bR VR i K2 N R

Employee Signature Date
R H 3
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