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Title: Purchasing Manager

HRAL K22 3

Department: Finance-Purchasing Department
A 4 55 Bl R 8

Hierarchy: Reporting to Director of Finance
E2 4 [ JF 25 S BV

Direct Subordinates: Purchasing Clerk

HEZE TS K 51

Indirect Subordinates: N/A

)% T )& AN

Category /Level: Level 3

FIEEL, 3%

Scope/ER 5T i B -

To procure quality food, beverages, materials, equipment, supplies, and services for the hotel
while minimizing cost. All work is carried-out in line with the hotel’s guidelines and business
plan, the departmental business plan, corporate guidelines. The job incumbent works in line with
the hotels guidelines and business plan, and Bavaria Hotels International guidelines and service
concepts

RS RSO R DOR MPBE. et Mdh, Jess, RN KBRS PR A . 1%
RS O dE T s E TR BT E TR kAR SO T R A LA . AEIE R
5 e AT TR EE AR S R o 5 v D A0 e 5% B 2 A

Responsibilities and Obligations/BR 31 3 %

e Insures the lowest cost consistent with required quality standards on a timely basis by procuring
foods, beverages, materials, services, equipment, and supplies

B DR ART & L8 B bR e B S (IR RAS, SR e OB AR RS B AT

e Initiates purchase requisitions as required

R ZER T R R 37

e Identifies local vendors and negotiates rates

FAAIBOENI T, I IRITHS

e Maintains working relationships with local vendors

HA AR R TR &

e Assures timely deliveries at the lowest cost by handling and processing orders

TRAE ASRAR I A S A2 B2, I Ip B BRAL B 1T A

e  Assures requisitions are properly approved

DRALE R A5 2 A N LT

e Maintains follow-up system on all purchases

ORFF X A A DR IR B 1 J5E

e Verifies price on corporate contract items
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SR Ak & [R5 H H A
Follows corporate guidelines on purchasing from corporate suppliers
TR b B SR IR LR W i 7 B
Directs, handles and supervises receiving, storage, and distribution of all goods to effectively and
efficiently meet hotel and corporate requirements
a3 ACEAE AT B R A ATECIE A S Ak i A T AT A W IR K
Ensures that purchased items adhere to corporate standards; takes corrective action as required
B DR R B0 420 it A5 A L s v AR 4 5 R X A L4
Ensures that all merchandise on invoices is counted or weighed
B DR A SR B O A e i AT T S R
Verifies information on dates and prices of goods
SR H AT B2 S A A 2
Maintains all necessary control records and reports
TR A b B2 D SR AR
Assures stocks are up to par
DRAIE A7 1K 2 b e
Rotates stocks appropriately
T S A A B
Processes and files executed requisitions properly
23 A BAEICHAT I H IS B
Maintains the competitive status and profitability of the purchasing operation by monitoring industry
trends and recommending appropriate action to be taken
AT A S, R UCRIBUE AT 5, M ORAF 58 5 - SRR 16 1) 42 41 i
Provides assistance in the calculation of cost of foods and other goods and services based on
purchase price
TR AT T S B £ it R ECAth B it R AR 55 1) AR T S B 4 B
Secures competitive bids as required and requested
22 R SR BT SR ORUE 56 - VE b
Assists in the preparation of the annual budget, departmental business plan, and ensures performance
is in line with approved budgets, and makes appropriate recommendations as necessary
g B2 E TR, R RGTCS R TR — 3, 0 B 3R H 2 Y
W
Prepares reports, as requested, to maintain and develop an informative data base for improved
management decision making, and critical evaluation of work activities
IR EOR RS, T RIS A T G B RSN AR S S PRI PP BOAS S8 B
Brings needs for repair or maintenance to the attention of the Director of Finance and Controlling.

55 25 M R USSR (TR T R

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

e Maintains high confidentiality in regards to guest privacy.
KTRENEH, RFFEEHLEM.

e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WiE R N TR AT BEAT N, BN ) e 28 B R 22 OR3ET S Bk
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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

e 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 f8 I EK:
e Good command of English language.
R [ TE K
e 1 -2 years experience working in hotels.
1% 251 JE TAEZ LR .

e Good knowledge of Microsoft Excel, Word, Outlook.
#Z&Microsoft Excel. Word. OutlookZ 752 #5144

Interrelations A EEE R

e Liaises with all departments to ensure smooth operation and develops effective relationships with
guests, business partners, local community, local authorities and intermediaries in order to create
optimal business opportunities and community relations for the hotel.

HEEIREFB S, DfR-FARIElE, JFSRAL Rl ikrE . Atk X . #05 ZmArd gy
DML EVER R, DMEI S G R B LS AR X 5 &R .

Work Conditions TAEZ&4E:
e Regular hours with extra times occasionally.
1B AR 1) 5 45 7K BB Ta] o

Date
H A

Reviewed By
HRZA

Approved By
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GEWN

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 YN C 7 RIFNTT L BB ER BT, I AR L B A7 BRS04 S 2K 18 L )
FITE o SR T BUER PR T IR 5 2 2 AT S LR DT o i 35 BhARA T [R] S R # AAT ] B 2 f
KHPERE: R TIF R IR R RIFRTIA NI RE . P BB 2 B bR R i K2 Nl S

Employee Signature Date
AR H 3
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