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Title: Chief of Security

P i« Rz iz

Department: Security

AE TR 22T

Hierarchy: Reporting to the EAM-F&B
TEARAT B [ 73 A R AT BUR G AR
Direct Subordinates: Assistant Security Manager
HiE & TR AR 2 3

Indirect Subordinates:

[HEERYE

Security Supervisor, CCTV Supervisor, Security Guards,
Timekeeper attendant, CCTV Fire Control Engineer, Security

Secretary
(REER, WY, (R, R, WP TR, (R
s

Category: L3

e 3%

Scope/BEREETE L :

To continuously monitor installed safety devices for emergency readiness and to patrol public areas,
restaurants, guest floors, offices, plant rooms and all other areas of the hotel, ensuring the safety, security
and comfort of all guests, hotel personnel and property in and around the hotel.

AR B N BB BT IR, SOASERT, BEEER, BAE, @ A IR N
JERE X, #tRER, W5 R TR B 24, & RGEH IRRE LT .

Responsibilities and Obligations/3fE & X4

Financial/l} % :

1. To strictly adhere to the established operating expenses and that all costs are controlled.
PR ST I I B 2 BisE T, IR .
2. To assist in effective payroll control through a flexible work force, maximizing utilization of part

time employees and close cooperation with other department in the hotel.

WL ZARMIN T2, E A IR 53 T 530 P FAR AR T D) A 1 R Rtz il

T A

Operational/iz & :

1. To manage the department according to the established concept statement providing a safe,

secured, courteous, professional, efficient and flexible service at all times, following XYZ Hotel’s
Standards of Performance.
ARIE W I Bz S B AR T], RUONIE R — 22 HiRRE. L3 Bl &
R R I ZARIRSS, A8 [ Bril 5 i BEAR ) 22 447 ubrifE .

2. To have a full working knowledge and capability to supervise, correct and demonstrate all duties
and tasks in the assigned Place of Work to the standard set. Please note that Master Task Lists are
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10.

reviewed and changed on a regular bases reflecting change in trends, guest expectations and
operating philosophies.
HAAFL LR Z R TAERR LS E B, A5, TAEZHRET), WRER IR & AR XI5
Bk BB A W 22 bRt . BERN HUSME S IE AT A%, PRI IES, REHEUKiE
B R AAT
To assign responsibilities to subordinates implementing multi-tasking principle and to check their
performance periodically.
NG T ZHTAR, U286 24155 I W 3T 2 A A& 3 T AR I
To maintain a pool of qualified part time employees in conjunction with the Human Resources
Department.
NSRRI EAE, AR TR FRIRZ R 0.
To implement a flexible scheduling based on business patterns.
MR 25 75 2, REURIE B TAF ZHAR
To conduct daily pre-shift briefings to employees on rooms occupancy, arrival & departures,
functions / event and special attention that is needed.
ML HEIHPIR 2, AERTHRGRAER, NS S G TR Z ARk
Kt
To have a thorough understanding and knowledge of all hotel related service and products have
the ability to make recommendations to hotel guests.
FGEIT 7RI B BT R 5 A0 s TR 2 AR IR 5 A0 7 s
To be fully conversant with every detail of the hotel layout and the location and functions of :
SEARARIEA R AL E A DR N
- Sprinkler system and smoke detectors
H B K K 28 G A
Firefighting equipment and emergency exits
BT & FE 2 O
- Fire control room and fire indicator panels
T 74 1) 2 M B 4 s TR
- Emergency evacuation / public address systems
RS RE
- Emergency assembly area outside hotel
WIEESNEREEKX
- Fire / bomb threat and security procedures
KRINEF S J 2 4R e
- Lifts - emergency phone numbers
R - RS
- First aid equipment
SRR
To establish a smooth working relationship with local authorities and identify and liaise with them
all required regulations and activities.
55 I BURFEE 57 R AT A AR 5% 38, S I il 2% 210 1 B2 LA R0 8 5 b ATV 3
To handle investigation and report all claims regarding thefts, accidents, injury, property damage,
vandalism and trespassing from either guests, visitors or hotel personnel with the assistance of
local police if necessary.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

FOREZN, WEEEE s R TS, F8H 009, Wik, R RARENRIT R
TR, BN AT BRI E T, 5 B R

To handle all tasks with diplomacy, tact, appropriate discretion and efficiency.

WA TB, NV, 16 A LK m AR A PR T .

To monitor and control the movement of all employees leaving or entering the hotel through the
employee entrance.

B E BT A LRSS, B R L] A e .

To implement with the Director of Human Resources employee baggage checks and periodical
locker searches as required.

5N B W IE R BT 572 TAT 2R A WHZ R R AR

To establish with the Director of Engineering and Training Manager a helpful and effective in-
house training course on Fire Prevention, First Aid and Occupational Health and safety; to ensure
its implementation and periodical updating .

TSR AL FE L — MR BRSNS Tl pf@ R oL R @
G JEEAT R W e .

To ensure that all new staff members are briefed and / or trained in Fire Prevention / Fire Fighting
Procedures relevant to their position.

BRI A B A I a5 R A SR BB K T BT WA EEIN 1 BRI

To record and strictly control the issuing of all master keys and other keys within the hotel
according to the established key policies and procedures and to report any discrepancy
immediately to General Manager and Director of Finance.

MR BEE A REBCR IR F?, 103, AR M S I A7 E AR A AR BRI 70 k-
RIAEART S35 7. R m] S 2 BRI 5% M A Ao

To co-ordinate ongoing “Non Patterned” patrols of guest floors, public areas, outlets, offices and
all other areas within — and around the hotel as specified in the Security Operations Manual.
WRIE 22 OREERAE T, PhRAZUKIE “dEfEe” Xi, mEEgRE, AKX, s
T, I3 2 A BL R NS E P 0 mlis fs & [ X 4

To review all reports prepared by Security Officers to ensure complete information, relevance,
accuracy and follow-up points.

B A A R 22 OSSR 2 AR IRAS B 58 B8, MR, FERAME T WUAH oG s g AT BR 2t
To maintain a systematic distribution policy for all routine patrol and reports to accommodate
prompt management review.

eI T H A 8GE B R G oA I S i s BT 3 A

To provide guard escorts to cashiers upon shift-ends from outlet to hotel safe, and General
Cashier from hotel to bank whenever required.

FESCER B 4 PR IR 538 FC MR G SCER R AT A P S IR B AELAL , InRR 2, 4Pk S AR R TP
JARAT

To co-ordinate and organize with Director of Engineering the training of an effective In-House
Fire Brigade, with periodical refresher courses and exercises for both In-House Fire Brigade and
departmental trainers and conduct monthly fire drills.

TSI AINZRm R BB, S E RN GRIREE . SN FH BT BA &
BRI B ININ 2 05 21 2241 FE T B >

To review scheduled functions, group or VIP arrival events and discuss special instructions with
all relevant departments.

B O IAF L, AR HIBA B 5 5id 8, JF 5 25 1R R A e R R R
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23.

24,

To conduct vulnerability assessments in conjunction with Heads of Departments to identify
potential risk issues and liability factors, proposing corrective measures where necessary.
&I 5T N 2 2H LU 55 XA DL VB AE XU LS AR SR ST R R, B §ig 4
It .

To handle guest and employee inquiries in a courteous and efficient manner and report guest
complaints or problems to supervisors if no immediate solution can be found and assure follow up
with guests.

AT mRG AL B N A TR R, AR TGS B AL PR A R B 2 A RIS A (A b R
¥A 0 R OBLESE SN i3] 8

Administration/T I :

1.

2.

3.

To ensure that all Departmental Operations Manuals are prepared and updated annually.
WIEORIB T A SR E T HIE & s, R —Ik.

To maintain the Daily Log Book.

TAERHBZEHE .

To assist in planning the weekly roster and work schedules to ensure that the work place is
adequately staffed to handle the level of business.

il 8 BT 1A S HEPE DL R AR THRY, DAEROR TAE XN G B 22 HF, WA F %R
To periodically review and update (if necessary) Fire Prevention and Emergency Policies and
Procedures.

ML K, BREFABOR LR, 0 B R AT R .

To submit all guest / staff incident reports.

PR NI I T A Sk &

To report “Lost & Found” items.

ity RIS

To attend weekly Rooms Division and Daily Operations Meeting.

2N o5 6 i 25 UL KR H HIE E il 4

General/25iR :

1.

To understand and strictly adhere to the Rules & Regulations established in the Employees
Handbook and the Hotel’s policy on Fire, Hygiene, Health and Safety.

PR IE M T O TN AR L SR BRI R BT B BAE L R R BUR .
To report for duty punctually wearing the correct uniform and name tag at all times.

B 2 %0 03 T IR MR IR, Dot .

To maintain a high standard of personal appearance and hygiene at all times.

B IS 44 AR S B S AR

To maintain a good rapport and working relationship with staff in the outlet and all other
departments.

S5 BN IR UL R G Foe iR T o AR R U1 TAE X & . To attend and
contribute to all staff meetings Departmental and Hotel trainings scheduled and other related
activities.

ZIFZ 5D ITA A Tl WS E B AL E RGBS . To fully support the
Departmental Training Function in the Department assigned.

47 SCRFR IR B T35

To undertake any reasonable tasks and secondary duties as assigned by the General Manager.

4
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.500

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 50F7

10.

11.

12.

13.

AAITA HE A E A& ARSI EIE IR .

To respond to any changes in the Security Department function as dictated by the hotel.
SIS ik 0 DR 22 8 ) B BE e FR s A [l

To project at all times a positive and motivated attitude and exercise self-control.

BRI R AR ) B TARS B, st B RACE R E.

To have a complete understanding of the Income Audit Section in the Operations Manual and
Policies & Procedures.

XFEAETNE . BOR SR RPN 8 TF B3R 1T — > 4T A AR

To provide a courteous and professional service at all times.
IRZARAALS . TR

To attend all meetings as required by Executive Management.

ST BUE BZ ZOR %2R 2

To conduct monthly staff meetings.

MY H AT

Employee Handling/ i1 T8 ##.

1.

2.

3.

10.
11.

12.

To assist in identifying training needs and plan training programs for the employees.

TR L LRI SRIF 1 E BT

To ensure that at the place of work employees are Multi Skilled and have the necessary skills to
perform their duties through consistent training in accordance with the Annual Training Plan.
MRAEFE R I RIH S 2 TR, PARRORFTE 51 LR 2 HRe v I B R AL ESR A 5
KRe.

To liaise and inform Divisional Heads and Human Resources Department of all training sessions.
HR A& FAAB I T 57 N SR NI B BT 55l vkl

To ensure that all employees maintain a high standard of personal appearance and hygiene at all
times.

BIR T A S LRSSk AR AMT AR TE S

To conduct staff yearly performance appraisal.

P G TEESHE .

To ensure that all employees report for duty punctually wearing the correct uniform and name
badge at all times.

BORPTA DA T HERS IR B, R IR AR i385 R

To ensure that all employees provide a courteous and professional service at all times.

WORPTA 46 2 S TR AL . TR S -

To fully support the Departmental Trainers function in the Department assigned.

G SRR TR IS Il AT

To assist in the building of an efficient team of employees by taking an active interest in their
welfare, safety and development.

FVE G THIAER], 22 A LA RPN R, DL B it i 37— A iy 250 52 B

To assist in the training of the employees ensuring that they have the necessary skills to perform
their duties with the maximum efficiency.

PrEEAT S TREI, A ORARANI3RAT 06 B 15 BE AR s RO AT IR 5

To supervise the employees within the department, ensuring that the correct standards and
methods of service are maintained as stated in the Department’ Operations Manual.

LB N G L, AR B3 AR T TR A A ) L b DA SR 55 5 B AT ER BT
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13. To ensure that all employees have a complete understanding of and adhere to the Hotel’s
Employee Rules & Regulations.
BRI A 51 58 A B P~ 0 s 03 R B

14, To ensure that all employees have a complete understanding of and adhere to the hotel’s policy
relating to Fire, Hygiene, Health and Safety.

FAORPIA 53 L 5e B AR P IS Sl i VR B . AR @R M & S SR I BUR

Executive Duties /4T BUHR 5T :
To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's Duty
Manager's Roster.

KRB JEAEBE R BRAE A WY, AR AHE PR PR A 5 BT

Occasional Duties /15 B} BR 5t

1. To carry out quarterly, bi-yearly, yearly inventory of operating equipment.
MYESE, RS, R EAFBAT B
2. To assist in planning, organizing and controlling of special events, large group movement.
RN SER), AL R R A TE B PA SR Y B AR B
3. To carry out any other reasonable duties and responsibilities as assigned.

TE R 2 HE A & FRAT AT 1) A SRR 5%

Work Conditions/ TYEZ&f4::
Regular hours with extra times occasionally.

I AR E], AR ZR AT BT

Date
H A

Reviewed By
HRZA

Approved By
B LA

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.
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AN O T AEIHATT A BRI ER BT, IR i 67 BR 5T KEAE iz /R B I Pl ¥ )5 TR

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
T H 3
7
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