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Title: Store Supervisor

YR 44 FR s £
Department: Finance

H) 4 55

Hierarchy: Reporting to Cost Control Manager
& [Fa) J A 475 1] 22 AR
Direct Subordinates: Storekeeper
HETE CIERE
Indirect Subordinates: N/A

[T ) AIEH
Category/Level: Level 6

F i) 6%

Scope/ BRTTJu. -

Responsible for changes and records in both the inventory of operating supplies and operating equipment.
Responsible for proper recording of all merchandise entering or leaving the storerooms.

XA E 1B B IE et AL R AL AR ST . S ST A BE R A dh R L 5%

Responsibilities and Obligations/SHAERI X 5% :
According to the set time schedule ,arrange the department to send out their store requisition form one
day prior to the collection day, then prepare the stock before hand for next day departmental collection.

R E N A, 2RI SE AT — RIBIEWBT g 5L, SLEHEHr & B BT B s, 26— RIE R
IIH 5T N HTRATIA) s o

The possible arrangement department staff duty roster, and regards the practical work situation to make
the adjustment

AR AR THER, ISR AR DU R

Maintains the good communication with very departments

AN HB T DR R 5 (7430

Spot check all merchandise leaving storeroom must be supported by properly authorized requisitions.

A T M A P ST (14470 ity 6 20 LA AL PR 491 B HA U B S

No merchandise in storerooms should be allowed to go under the pre-established quantity par, or
minimum required stock.

CIEFEAFYI B AT IE MR REA . BT RE,

Ensure storerooms and cold store should be kept in order, clean in a hygienic condition.

FOR G B SR PR R v A e
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Carry out physical stock taking monthly, and report any slow moving or obsolete stock to Cost
Supervisor.

BEH AT — IR R I ) A T2 BT B G A% ) P A 400 it e S 0 i

Security, Safety and Health ffR&, 224 RiREE:
e 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.
e N TAARAT 5847, SN o) e 22 3 R 22 AR 1] Sk .

e Notifies housekeeper regarding lost and found objects.
BRI, S 5 RN 55 6

e Ensures that all potential and real hazards are reported appropriately immediately.
e I S IR b AT AT v AR B SR R G R

e Fully understands the hotel’s fire, emergency, and bomb procedures.
FAEE KR, RO SR E B B -

e Follows emergency procedures to provide for the security and safety of guests and employees.
LA N AR LA DR 2 A B L 22 4

e Works in a safe manner that does not harm or injure self or others.
LASCH] 2247 N0, ekt & E & KdtbN

e Anticipates possible and probable hazards and conditions and notifies the Manager.
L FT BRI SR AT DL, I L2 A B

e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
Conduct.
REFRAEMADN N DA, B, CHEE, BES KAT .

Competencies/BE 1 ER :

Good knowledge of MS Office, Sun Systems 4.0, Opera/PMS and similar industry systems
#RMS office. Sun Systems 4.0, Opera/PMSZESALLIR [F14T Mk 70 A B A

Interrelations/AH HEL & :
Liaises with all departments

5 AT BRI R AP IR 4%

Work Conditions/ TYE &4
Regular hours with extra times occasionally

I AR A, AR R FEAT INPER [A),

Date
H 1
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Reviewed By
HRZA

Approved By
CEIVN

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 LV RIFIATT CL ERATER BT, AT B Ar HR SRR i b K 1 RIS FRT
WOTEE . IR T HER SR T IS 5 SR s L LHIER 5T . B 35 B AR AT T R S R 35 AATT B & i
KHPERE: R TIF R 2 IR R RIHRTA N RE . P BB 2 B bR SR K2 Nl S

Employee Signature Date
R H 3
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