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Title: Storekeeper
HRUSE 44 R BERE R
Department: Finance
H#h17] Uk 253508
Hierarchy: Reporting to Cost Controller and Store Supervisor
E37 Iin] J35 A 48 il £ BN A £ 3R
Direct Subordinates: N/A
HETRE AiEH
Indirect Subordinates: N/A
T B ANiEH
Cateqgory/Level: Level 7
KR 77
Scope/ER F Ya L

e To store and maintain the quality of all hotel operational items within the stores premises aiming
low inventory or zero inventories wherever possible:

Tl A AN ORE 26 By A R P B T T 22 P P o, T R SRR P A7 B A7 9 H -

Responsibilities and Obligations/BR A0 X 55

e To liaise closely with the all Departments on inventory levels and slow/non-moving items.
SRR AT R A ) b 5 A5 B0 T VIR FE B DR R

e To give support while cost controller makes test checks on the stored goods.
S A A7 1) 228 TR Dl ot BEAT el i P R (4 S

e To ensure all the items are received in a proper pack with labels except vegetables and fruits.
BRI BT B ot 2R T 3 B R I B AR 2%, BRI AK R R

e To issue only against a fully authorised store requisition either by online or my manual.
RS FE I B P L ATUR) R B 25 Uk} LA B

e To carry out monthly inventories as per closing schedule time table and with the assistance of 1
member of the finance department.
IR e S BRI ()3, AR 9580 T T — 2 R B B T, TR H A7 B A

e To inform the Cost Controller of any discrepancies in stock quantity ‘On hand' with computerised
stock quantity.
¥ TR PEAF B WAL B AT B AT AT AN RE o R A T i 22 3

e To extend the support to receiving clerk and ensure supplies delivered and receipt in time.
R AR LSRR, IERROR BN A BRI R

e To give support to payable supervisor on all invoices discrepancies
ST K EEATTZ AL N T8 SR B S

e To query the GRR with receiving clerk in case of discrepancy in stores receipts.
CEFESIEAE AT AR, S5 i AX TR

e To keep all monthly consumption files and submit to Cost Controller /Financial Controller
whenever required
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PRAZFTA B A BEW 37 S0, A0 75 B 3R A 25 A I | & 2R 55 12 '8 Bl L S

To provide the data as when needed by cost controls department

FRAE Rl AR T B 75 0 2 s

To maintain a filing list where all correspondences are recorded for anytime verification in detail
PRE & RIER, WWXra R, DESEATRER A58 E

To keep all files neatly and in a safe custody

A ST HLRE BT A SO

To monitor the Walk in cold rooms which are properly temperature controlled. Liaise with
Engineering as per the situation

WEAB Ak = ) E T R B T IE Y IR i il fE it . AR $E BARYE I 5 T RE e 4%

To promote efficiency, confidence, and courtesy towards colleagues.

PEmR, WaRE S, FFE 2 EPALHES

To generally promote and ensure good relations with Operational and department colleagues.
g &G R 2 A S IR IR R AP R R o

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

AR AT oA R L ) 2 N AN A S i il . BRI IR 538 B, JF AR A AR M R IFTE R o
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 HIAE TAES A M s BRI B B 58, T E s /K B2

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

YRS ST 0N ) P ) B

To report any equipment failures/problems (within stores visibility) to the Maintenance
Department. Az FJ [r] ZEA& 5 H w5 AL AR £ WO/ In) @ (6 e mT DLV L N) o

To pass any maintenance requests to the Maintenance Department.
PHATATHEAZ S SRAL 1 2 EAE R

To participate in any Training/Developments schemes as recommended by senior management.
Z IR E BN AT RS R BRI

To comply with any reasonable request made by Department Head to the best of your ability.
FEEE T EEMREAR AR S5 AT & B EK .

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

S m) e B TR AL SR RN e S Y A U, AR f R A (R 1Y) e

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

B ORAE AT IS A AT | TR 915 DX R < e N R [ V2 B 8 1 DRI E R e

Security, Safety and Healthf§-%2. 4 F{REER:

Maintains high confidentiality in regards to guest privacy.

FERS AR 2 N B FAME BAH S IIHLES

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
12 NN O L BAEAT ] BEAT IR G B B R 22 Ak

Notifies housekeeper regarding lost and found objects.

R R G P d B I 25 75 D PR B
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Ensures that all potential and real hazards are reported appropriately immediately.

B OR S ARIE AR 6 T Bk bR

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

P85> T RGBT SN A SR AR o

Follows emergency procedures to provide for the security and safety of guests and employees.
LA N SR P DA DR 2 AR 03 TR 22 4

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

DAAN B 8l 45 35 B Califh N 22407 DAk

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

T PT fe BB AL I RR B MG DL, FF RS A .

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

R NEA KE. Hllk. SCFCR BRE S AT 28 IRk Bl i s br .

Competencies/g& 7 ER :

e MS Office, Golden Blue, Fidelio, and ability to perform manual documentations when necessary.
#ZBMS Office. Golden Blue. FidelioZFJr A8, DAERT GEHE 7€ N T HIIE.

Interrelations/fi HEE A&

e Liaises with all requesting departments.

MEBR: SPra 3R EIE R AT TR .

Work Conditions/ T/E &4t

e Regular hours with extra times occasionally.

TARSEAF: IEH TAR (8] 5 7K AN EERS 6] .

Date

H 39

Reviewed By
CEP YN

Approved By
CE N

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.
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NN O U RFFATT LA BRI IR BT, ek b A7 BR STRAE it hr R B R0 I8 s R EL

SR o R THER SR T IR SR A S LR BT B3 BT R R 3R (AT B &
REGTERE; SR T IS I RIEIFRTE N BB P IR 2% H AR BRI 2 N

Employee Signature Date
TS H 3
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