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Title: Cost Clerk

HRAE AP S 7
Department: Finance

H#h17] Uk 253508

Hierarchy: Reporting to Cost Controller
E374 i) 1A 3 i) 8 PRV
Direct Subordinates: N/A

HETRE AiEH

Indirect Subordinates: N/A

T B ANidEH
Cateqgory/Level: Level 7

KR 77

Scope/ER F Ya L

e This position is accountable for assisting the cost controller in the effective control over F & B

production costs and overall efficiency of the Cost Control department.

XA WA (R HR D W Bl e A 2 A 200 ) 4 ER A 0™ il ) R I DA AR 4 1) 1 D B2 k4 T

TARSCHF

Responsibilities and Obligations/BR 5t A1 X 55

e To assist the Cost Controller in his duties
B SA Y fI 2 B H O AR
e To perform the duties assigned to him by the Cost Supervisor in the areas of
T A 58 i B Y AR A -
- Purchasing
K
- Receiving
e
- Storing and Issuing
(ENEPRIARIY 3
- Inventories of Food & Beverage
T R R AR K
- Menu Pricing
S HLE
- Portion Control, Yield Tests etc.
HlF o BeE TS, WA E
e Ensuring the area staff discipline timeliness of work and improve productivity.
B ORBUA 1 TSP 200, fdm TAERR

e Responsible for training and controlling immediate staff reporting to him. Having regular staff

briefings and follow up.
5T R T RIS B TAE . AU H a2 JF IRt .
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e Ensure proper organization of the Cost Control office including general cleanliness, maintenance
and security of Cost Control records.
YA AT~ I, DAL A ) B B 2 A A A AN GE A

e Timely preparation of accurate daily, weekly and monthly reports/statistics.
MEFSERCH R R AR TAE

e Reasonable suggestion to improve job.
fi th B B LA AR

e Providing immediate reference to various F & B Cost Control clerks wherever required.
A S T[] 52 50 T8 it RV 7K AR A 2 1T Il 8

e Other relevant duties as assigned by the Cost Supervisor or his superior.To promote efficiency.
PAT A T E B ERAE L EENE, ARk,

e To generally promote and ensure good relations with Operational and department colleagues.
Iz E HANERT] R (A @A I R R AP AR R .

e Todisplay a pleasant manner and positive attitude at all times and to promote a good company
image to guests and colleagues.
FEART IR 2 ) 2 NFH R) < J s it AR IR 552, IR LARTH A R REFIE 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 20 AR IAE AR B M s B IR B A 58, BRI R 5L

e To adhere to Company and Hotel rules and regulations at all times.
GR LAY 3 ) Sl B = A

e To report any equipment failures/problems (within stores visibility) to the Maintenance
Department. % i i) 4E A& 35 AT AnT 16 25 W5/ 1) R (6 F22 ] LT BB ) o

e To pass any maintenance requests to the Maintenance Department.
FATAT LB TG RAL B L5 4EIE TR -

e To participate in any Training/Developments schemes as recommended by senior management.
SN g BN GO AT AT B I AR Xl o

e To comply with any reasonable request made by Department Head to the best of your ability.
FFa BB MR IR A B )32 AR AT & LR

e To make a timely suggestion to Controller simplifying documents and providing lead to avoid
duplication issues.
S [ R LR T SO AN AR S VT A L, DA S A (AR £ ) e

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

iy DR A AT IS AR AT AE b R 918 DX s < o e N R [ V2 B s 1 TR E R e

Security, Safety and Health / {55, &4 R {@5E:

o Maintains high confidentiality in regards to guest privacy.
KTHNEA, GRS,
. Reports any suspicious behaviour of guests and staff to the General Manager and Security.
2

The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.461

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 30F4
e N TA AR SEAT y, SN ) e 22 3 R 22 AR T] Sk
o Notifies housekeeper regarding lost and found objects.
BRI S, S 5 RN 25 55 i
o Ensures that all potential and real hazards are reported appropriately immediately.
TN R I b AT ATV AR B SR R G
. Fully understands the hotel’s fire, emergency, and bomb procedures.
I E KR, BRI LA SRR A SR -
. Follows emergency procedures to provide for the security and safety of guests and employees.
LA N A LA DR e A B L 22 4
o Works in a safe manner that does not harm or injure self or others.
PASC 224y 7 AR, gl fo B & St .
o Anticipates possible and probable hazards and conditions and notifies the Manager.
UL AT BRI SR AT TG DL, LI R B
o Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language

and conduct.

RFF RN NLE, HR, OFER, BiRES kT8,

Competencies g8 ER:

e MS Office, POS (Infrasys or Micros 9700), Fidelio, and ability to perform manual
documentations when necessary.

#RMS Office. POS (InfrasysMicros 9700). Fidelio5iF ik & FRAAY:, W BT BEWS 5¢
I%iﬁo

Interrelations A HEER:
e Liaises with all requesting departments.

BB R: SPrAREIE R TORRRE .

Work Conditions TAE 24
e Regular hours with extra times occasionally.

TARZEA: IR AR ] 5 A 7K N BERS 1] .

Date
H 3%

Reviewed By
A

Approved By
CE N
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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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