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Title: Purchasing Officer

HAAL A FR K 51

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

Hierarchy: Reporting to Purchasing Manager
E344 [Fi) SR T 20 HR V4R

Direct Subordinates: N/A

HETE ANidE H]

Indirect Subordinates: N/A

)% T )& AT

Category/Level: Level 6

FIEEL, 6

Scope/BR 7 Ju

e To assist the purchase manager on all inward materials for pre opening / operations and
mediating smooth relationship between purchasing and user departments

B BRI B AL BEIT L 7 25 e S R R FeAT e, IR ERS RI R 58 A 3 1) 22 TR (5% &1

Responsibilities and Obligations/BR A0 X 55

e To maintain the agreed quality and quantity of goods delivered by suppliers see that the
hygiene procedures are followed correctly.

REFHEN AT B 520 K E AN E — 3, IFEE RO IS | DARF

e To handle all the operational tasks which are committed by Purchase Manager

QbR 22 B 7R U R BT AT 55 1A

. I/Io take out pending Purchasing order report on a day to day basis and forward to Purchase

anager

BER G ) LA IR IATT gl iy, IR A 4 R4 2R

e To follow up with Accounts payables for reconciliation of suppliers payment grievances

SR AT R B AR B, R AR L P 0 S B AN

e To verify the LPO as per comparisons justified and documented

IS LE R AS HIR LT B 5 B, R EAT Dok

e To keep the correspondences on Assets and capital expenditure purchases

TRAF BT 7 S S B AS S M B — 2k

e To ensure purchase orders and requests are technology enabled.

B R RIGI VT BRI SRAF BIBOR SCHF

e To follow up with hotel engineer and kitchen for emergency issues.

PRI Al P TR TR s ) K )

e To float the enquiries by mail or fax or post and get the 3 quotations.

TR W B B A AR A, IR 3 M R A

e To assist PM on comparison studies of various capex proposals

Ip B R e P8 22 BRS84S S H i WUEAT BT 5T

e To track the market news from daily media and update price penetration to PM

MHEEARRETTIE R, JFEEENR, RN ke RIgHs

e To keep the media clippings for future reference

TRAF IR DT, DLERkR S5

e To able to reach the hotel on holidays in case of emergency business arises but not on vacation
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ARG, AeOS 1L H I S 55 I St BRI [

e To support the Stores and controls for getting cross training exposure

MRS, RIS Il

e To keep atrack on items available with user departments.

XA R AR 1T F B et 3R AT BRI

e To handle the cash float and record them day to day basis in a prescribed format

AbTEE B FH 4, BER DARLE IS i %

e To make proper amendments when prices are changes as instructed by PM

MRAE RG22 B RO HR 7S DU R I, BHEAT 1S M B 2L

e To support the store men on inventory levels and ensure operational get the items timely

FEEAT K B0 PEORE AR ML SCHE, IR RIS E B SN 3R b

e To inform Cost Controller in case of perishables not stored at cold rooms in time by Kitchen
representative.

J&F P AR A SIS 4 5 5 B b A A7 A S S I, 3 R AN s ) 42 B

. 'kl)'o_ ensur(ej:I all Delivery documents/Invoices are properly made by supplier while deliveries

eing made

B DR AP L 7 A2 B I 2 3 4R (M P A A2 B B4l /A 5

e To ensure all the items are received in a proper pack with labels except vegetables and fruits.

BRI BT Bt 2R T 3 B R TR B AR 2%, BRI AK R RS

e To maintain a filing list where all correspondences are recorded for anytime verification in
detail

TRE R RIE R, WWRITA R, DUEREAT B PR

e To ensure the office is clean and tidy

BRI 2 T R

e To ensure the weighing instruments are kept tidy by receiving clerk and free from any weight
errorfifi GRS B2 53 1 i s DR B A8V, AT B iR %

e To get a short supply note before lunch session and order them for subsequent deliveries if
items are needed by Chef

PR HTARAGOR AL JFURL A, I i & B I R B e 54 0 ol 5 1) B i

e To monitor the rejection advice report and make summary and forward to PM and DOFC

W EHRCRBGRS, Wt AR, FERA 4 R4 B AT 55 5 i

e To organise a meeting with PM, DOFC, User & supplier for higher rejection reports

FEXIECRES RE, SRIWERA B, W55 . AR R R e — R 2 — Ik 2=l

e To reach the market while absence of purchase coordinator or supplier have inabilities.

SR BN 53 i B 8L 7 ek DRI BERS 2R HE AT o

e To keep all files in a safe custody and neatly

LA RS RE P SO

e To promote efficiency, confidence, and courtesy towards colleagues.

AR, WimAME, FEFHZEALHEE .

e To generally promote and ensure good relations with Operational and department colleagues.

Iz EAER TR 2 A AL I IR R AR R .

e Todisplay a pleasant manner and positive attitude at all times and to promote a good company
image to guests and colleagues

ATART IR 2 ) 2 NFH R) 2 J s it AR IR 5752, IR LR THA R B 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 ZI ARG S HAE TARS B S 3 3 B 58, AN & s 7K -F B 7RV

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

G6 ZT-E A 2 ) S R R = A

e To report any equipment failures/problems to the Maintenance Department.

SR [ A A AT AT A o WA ) R
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e To pass any maintenance requests to the Maintenance Department.

BRI 4EREAE RAB A 4R IZ L -

e To participate in any Training/Developments schemes as recommended by senior
management.

SN P BN SV VAT J5 IS v

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

Fia B0 B RIS VR B RE 09 i AT o] & BREEK .

e To make a timely suggestion to PM simplifying documents and providing lead to avoid
duplication issues.

J I [ R W 28 B Y T A SO AT 2R GG TEVE I, DARE B 5 A= [RI A ) 1 e
e To ensure that the standards required by PRC Law and by Department are maintained at all times
in the areas specified above.

o HRDRATATI AR AL b ik Fi e X s <5 v Ao N BRI V2 Al 1T E b v

Security, Safety and Health / {£[, Z4&REHE:

e Maintains high confidentiality in regards to guest privacy.
KT NG, CRIFE AL

e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wi e N TAART I 5EAT e, S ) e 22 3 R 22 AR 1] Sk .

e Notifies housekeeper regarding lost and found objects.
BPUTATIE RS, S 5 kN2 55 6

e Ensures that all potential and real hazards are reported appropriately immediately.
eI R IR A AT ATV AR B SR R B

e Fully understands the hotel’s fire, emergency, and bomb procedures.
NG K, BRI LA SRR A SR

e Follows emergency procedures to provide for the security and safety of guests and employees.
LA ML AR LR DR 2 A 53 R 22 4

e Works in a safe manner that does not harm or injure self or others.
PASCH 224 i 07 AR, a5 di o B 5 JeAt N .

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

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

RFFREEMDN N, BE, (ORCGR, BiRiES KT8,

Competencies/fE T E K
e Good command of English language.
R A SR 7K
e 1 -2 year experience working in hotels.
12 24E I T4 5.
e MS Office, Fidelio, Golden Blue, and ability to adapt manual documentation when necessary
#RMS Office. Fidelio. Golden Blue, AEi}AEEIE MW N T #F

Interrelations/AH K &:

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.
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HEMITRFFERSS, LU tR-FARIslE, ISR N RkAkrE . R X, 17 2 /A e Ly
SEABIETER AR, DME NI IE Qi S R R ML 2 A XK &R

Work Conditions /TAE%& 4
Regular hours with extra times occasionally.
1B AR [8) 5 48 7K BN EE I Ta] o

Date
H 39

Reviewed By
YN

Approved By
CEON

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.

EUN C T IF AT L BB R BT, IR ARG B A7 HR SR b 2R B RF 58 i PR B
FITEE e IR THER PR T IR AR E B TIR DT 2R3 B A 18 R S A AT B 5 i
KHJHERE: R T IR IR R IFIRT I AT RE . P i B bR R i K2 N R

Employee Signature Date
R H 3
4
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