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Title: Receiving Clerk
HRAL W B
Department: Finance

H#h17] Uk 253508

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

HETRE AiEH

Indirect Subordinates: N/A

T B ANidEH
Cateqgory/Level: Level 7

KR 7%
Scope/HR 7 Yu -

e To handle all inward materials for pre opening / operations and mediating smooth relationship

with supplier/purchasing and user departments

AL BT % 4088 T R P A BERERARE, R BRI A S s R I B A TR T T 5% &%

Responsibilities and Obligations BR 5t & X %%

To receive the agreed quality and quantity of goods at the hotel and to see that the hygiene
procedures are followed correctly.

FEIE IR 2 78 it B AN I B, IR BB S A EwEE © AR .

To keep inform all the operational heads and purchasing department by making daily receiving
report.

gt B DR, AN ETA 25 A BRI

To take out Good Receiving Report (GRR) on a day to day basis and forward to AP supervisor
FRImHFNCERE B (GRR) , FHEEAZ A RATIK I 5

To verify the LPO before GRR made in the system

Sl SEAHRIEIT B (LPO) , FAE £ 4t Hh g il S Wi e g 5

To receive proper amendments from Purchasing against LPQO's before GRR is made.

MR FIRAFIE U B ILPOJE, gl b i 5.

To store the perishables in cold rooms immediately after quality check done by Kitchen
representative

TR AR e R B B J5, 37 RRE B J R i A B R

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

J&F D AR A S 55 6 B b A A7 2R i S I, N3l N AR S ) 22 B

To ensure all Delivery documents are quality checked and signed by authorised representative of
departments

DR BT A2 B B4 3 o & AR T TR B R BEAT T i A A 0 AE B 25

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

1
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.464

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 20F4

BRI P A B ot 380K i 2 LR R I AR A, BRSENTZKCRER S

To maintain a filing list where all correspondences are recorded for anytime verification in detail
RE R R, WA R, UEREATBER R4 50k

Keep the receiving area clean and hygienic.

WA B X sk R FF T v L

Keep the weighing instruments tidy and free from any weight error.

i as RPN, AT EREIRZE

To make a short supply note before lunch session and send to Chef, FBC & Purchasing

PR Y  Sr sh  JEURE AR, JRARCAR BT AR A M R R

To make rejection advice report and circulate to Cost Controller/Financial Controller/User &
Purchasing

G AR SR TS, IR0 K 4 B BUAS R ) 8 B VE 5% 3 ) M/ A P T RIS

To keep all files in a safe custody and neatly

2 RS ORE A S

To promote efficiency, confidence, and courtesy towards colleagues.

FemReR, WA s, [FEFZELALHEE

To generally promote and ensure good relations with Operational and department colleagues.
Iz E HAER T RS 2 R AL IR R AR R .

To display a pleasant manner and positive attitude at all times and to promote a good company
image to guests and colleagues.

AT e R 2L ) 2 AR s it . AR B IR SSAS T, JFRABER T A R R RIFIE R
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 ILAE AR B e B3RS B 58, AT R s 7K AR T

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

GR LAY oy ) Sl i B = A

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

SIS [ A F AT AT Ar] A 25 W/ ) L

To pass any maintenance requests to the Maintenance Department.

RAR T 4EE1E RAB R A 4R Z L -

To participate in any Training/Developments schemes as recommended by senior management.
Z M@ RE N U WA N FEtRl .

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

To make a timely suggestion to Cost Controller simplifying documents and providing lead to
avoid duplication issues.

S ] AR AR A 22 B L TR A ST A 3R S T R A, DA G R A TR 0 i

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

B ORAE AR IS A A AE b TR 415 7 DX a8 < v e N R [ V2 S 8 1 TR E e

Security, Safety and Health / {5, &4 R
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Maintains high confidentiality in regards to guest privacy.
KTBENERL, PREF L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wl e Ne o A AR 5EAT e, S 1) e 2 3 R 22 R T] S i o

Notifies housekeeper regarding lost and found objects.

B EEAT B R, SN R0 55 R

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

XN R IS AT 75 A A P A B SE R B 6

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

R KK, B TUF LA SR E B RO 2R

Follows emergency procedures to provide for the security and safety of guests and employees.
LA L ARy LA DR A B3 T 22 4

Works in a safe manner that does not harm or injure self or others.

LASCH] 224 )7 N0, ekt K E & KdtbA .

Anticipates possible and probable hazards and conditions and notifies the Manager.

L AT BE ISR AT DL, I S A B

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

RFFRAEM N N L, BE, QORGR, BiRiE S TN,

Competencies §§ /7B K

MS Office, Fidelio, Golden Blue, and ability to adapt manual documentation when necessary
#KMS Office. Fidelio. Golden BlueZ5/p A%k, 0 fEMEIE N T HAIE

Interrelations A HEE £ :

Liaises with Purchasing and Kitchen and all ordering departments.

SR B 55 DL T A I IR B R4S

Work Conditions T.4E %44

Date
H 35

Regular hours with extra times occasionally.
1B AR 1) 548 7K BN FER a] .

Reviewed By

Bz

Approved By

CE(VN

3
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.464

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1

Job Description

PAGE 40F4

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.

ZUN C T AEFF AR BL B RIALER BT, IR AR AL ER SRR J9 iR R E RIS S
KT SR T BER PR T I 2 2 A R LR ST . B 35 BhaRA 1 IRl S R #E AT T B £ i
REGERE: BT IFER S PR KR IHRTE A NERE . M IR B AR 2 R BRI N e

Employee Signature Date
R H 34
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