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Title: Security Supervisor
HAA 445 RZTE
Department: Security Department
A TR 22T
Hierarchy: Chief Security
TEARAT B Rz iz
Direct Subordinates: Security Guard, Guard Time Keeper, Fire Control Center Officer
HETE RZ 51, THI B, TH BT AR R
Indirect Subordinates: N/A
)% T )& AT
Category/Level: L5
) 5%
Scope/BR 5t . il :

Assist Chief Security on managing the security and safety related issues of hotel on a daily basis. In
charge of the daily hotel fire extinguish operation, including supervising, managing, and guiding. Ensure
the safety and security of our customers, hotel staffs, and hotel belongings.

PR 2 Bt R H e e R A B TAR. SSTEAMOE 24 0 TR RE . EHLARS.
TRUETH B M M R ST e B . S KPR BEMLDRAERE N . 53 T Rk U 7 24 4

Responsibilities and Obligations/BR 51 X 5 :

e Check staff appearance and personal hygiene; keep professional attitude.
Rt A TACHE ORI N A, REF RIAFHI LS, Bl XGE

e Organize a regular meeting once meeting per week.
LR R T YERTHEJE ) 2

e Well deal with the works of take-over and hand-over for next shift assuredly can follow up the
jobs left in order to the safety of equipment of Securities” and of integrity for well used.
NS 358 B Pl ) A8 A, WRERBE ML BRATAL PR, PREE DR 224544
ax B e B IR TR

o Keep equipment of securities being well and in good condition
REEOR 22 8T, & B 58 B 47

e Check over every logs with signature (Including: log of control room, gateway logs)
RESMICR, 8y (RfEids, TR Ml SFidxmma TE. il

e Be agood support to other hotel departments
Bl A AR AR T B A

e Check security staff on guest service standard
KA 51 02 i 55 h it

e Inspect fittings and equipment of fire protection weekly

VR 4 A T B B e &
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Back-check to areas about fire concerned (prior to fire, between fire, after fire). Confirmation in
safety of construction areas after transaction of authority permitted of fire used.

VEIFEh KX &R (BhekAr, sk, 3 k)E) SRS GRS, it T X 2 4
Assist security duty manager in communication once a month. Evaluations to works of staff once
a half of year, for the results of evaluations, give it a proposal to supervisor.

EMEE L PR ] — RS 0TI, B — O 0 AT TAERILR AL, I 1P 4s
RIA) 2R T 1R LR

Carry out the commissions of safety of great activities and VIP

VRSSO RBNES, VIPHR R 2 AR B AR, FRM A SN 5235t i T G T A

Fully comply with problems of associates, take relevant personal action in compliance with our
hotel’s policy.

PN IERIAC TR O3 TAFAE R IR, 2 IRBON B BCR 28 T HH R AL 1

Concretely carry out the policy of hotel’s, standards of sector, and case of execution of working
plans, meanwhile, monitoring the relevant problems existent among the matter being dealt with
HARVE SO BRI TRIbS R e S TAR TR ST IR 0L, JF BRI AT I R rh A7 AE
FAI AR 55 ] el 2 it e BR A A

Make out a monthly plan and carry out material instances reporting to head of corresponding
department

5 H AR, Rl S AR =]

Comply with the procedures of dealing with gusty events, flexibly cope with gusty events of
hotel’s, keep our staff and properties of our hotel from being destroyed at all events, if needed,
take a forcible measures, and be a assistant of ones’ of Police Bureau for evidence of obtaining
work, other than that, give it a report

IR TR EAT A B, W) R AL BRAE AR AR I SR A, A ORARUIE I 7 R 53 A
SRR E, N A R BRI P A LI A R R B BGIE AR, I
T WA

Well mastering and acknowledge the operation of equipment of control room. Have the destroyed
of equipment fixed timely.

INGR AR TH P M RO R R AT, X it H I A R e R I Bl AR, PREBE IR % 1R A
Acquainting his/her self with knowledge of gusty events the dealing and put it into practice
FAGRIEIR I L N TR K FAF AR e S T

Fortify the sense and the material procedures of management of people into our hotel

P2 IR Py s Ak N 3R A s B

Affirmatively keep the constructive area safe, accompanied with constructive leaders to check the
area for safe when the construction coming into an end. Additionally of sound among the
construction

BRI T 22 4, B L4855 S5 T A Iy 0 57 NI AR & R85, R P i
Jit T ] et

Do Inspection tour throughout whole hotel for safety needed at every shift

B DR U BEFE G A — Ik

Round off the training of associate on post and skills of service, moreover the training of associate
full of potential of management in order to well circulation of personnel flowage

VRGP R THIBIAL . IR HRERE I, oA A TR B, #OR N A RAIETEIA

Attend the regular meeting at night shift
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WHEUERS (23: 00) S hMEIEZ FE K2

Administration of coming people into hotel according to hotel rules and local regulations
TR AN 2G5 A2 ]

The monitor and control of posts

X <AL R S 4%

Carry through and rehearse of fire protection monthly

A AR AR AT 7] A AR ARTR AU (5 A A 7

Administration/4TB:

Maintains the Security Daily Log Book.

RERZHERIH &

Submits all guest/ employee incident reports in time.

SIS RAZ T 2 N TSk

Handles and reports “Lost and Found” items according to the Hotel Lost and Found procedure.

AR 1) R 0 (RS Py A B P A SR 3 00 W i o

People Management/ \ 5 & H:

Assists  Security employees to work following the operational, financial, administrative
philosophies ensuring employees are multi skilled and perform multi tasks.

IR ZER A T, £ TR EEEE . W55 RATBUE BB, JFiaiR i T RA 216
e TUTAE

Through management, supervises closely all Security employees in the performance of their
duties in accordance with Policies & Procedures and applicable laws.

WS HEH, MR R THIT RS ES, AONRERIT SR, B LE K
.

Monitors employee morale and provides mechanisms for performance feedback and development.
FVE R TR R AR SR e f it S it

Conducts annual Performance Development, providing honest and appropriate feedback.

BEAT AR BLVPAL, SR AL S M & & i S5t

Effectively communicates guiding principles and core values to all levels of employees.

K dia 3 5 WA AR OB Bt IS 4 P B L.

Ensures services provided by the Department are always available and are always carried out to
defined Standard with the utmost efficiency, consistency and courtesy as detailed in the
Department Operations Manual.

B OROR 2 B REIN SR AT AR S, RIS Ve 12 T I 2R SEALRGE . Rk, AL AT
EARHE R AR 55 -

GENERAL DUTIES H ¥ :

Health and Safety {& M &4

Ensure that all potential and real Hazards are reported immediately and rectified

B DR T ) A )RV 58S 1) 2 o R I VAR AT B I
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Be fully conversant with all departmental Fire, Emergency and Bomb procedures
PEBITERTTRED . RS AT 5 A R

Ensure that all emergency procedures are rehearsed, implemented and enforced to provide for the
security and safety of guests and employees

HORPTA R ST RIS R, St AT s LORI 20 AN 53 TR 22 4

Ensure the safety of the persons and the property of all within the premises by fairly applying
Hotel Regulations by strict adherence to existing laws, statutes etc.

T AR AT BT BVERE . VAR, SREUFIPAT IS RO B A B, DA ORI A BT
N LRI Bt ) 24

Ensure all staff within the department work in a manner which is safe and unlikely to give risk of
harm or injury to selves or others

BRI BT A 51 CHAAE 22 B T LA, ATREAE 200 BUGR: FH 8 T LA
Use safe manual handling techniques and practice safe work habits following Health, Safety and
Environment policies, maintain procedures to minimize our impact on the environment and
prevent pollution.

2 e PRI LR BIE R . L EREOR T % TSI, REPRE AT A5
A5 e B 37 8 doe /) AR R o

Confidentiality {£3:

Ensure confidentiality and secure storage of all intellectual property and data bases, both hard
copy and electronic. Adhere to Accor Internet and Email policy

DR DR BN BT A A 530 J B0 80808 JC VR A AR 1) 22 4 AR v D 2% TR A R
Ensure Hotel, Customer and Staff information or transactions are kept confidential during or after
employment with the company.

WRARAE 53 TAEBR B S R 5 IS - 2 AR 5 A5 B s e AR S 8 BRI
To be fully conversant with i :

Hotel fire procedures J7 /5 V4 [95 F& 7

Hotel security procedures i i ‘2 4= F5

Hotel Health and Safety policy and procedures i J5 i FE Fl ‘2 4 U A RE R

Hotel Facilities and attractions 37 i ¥ i

Hotel standards of operation and departmental procedures ¥ Ji5 iz 47 R vE 3B 1 138 1T R 7
Methods of accepted payment of the company 1V AT LA SZ (4 705 =Ko

Short and long term company marketing promotions {7 /5 K 5 3 17 37 {2 44 U5

Competencies / B8 S ER

Knowledge of hotel fire and life safety systems

GEAUE N HE BT RUE R 9t

General management and leadership skills

HAEHA B

Thorough understanding of the rules and regulations of other local government authorities
pertaining to the licensing and operation of hotels.

AR B A HUBURF LA ) 58 B SRS % 2RV ] B2z 8 A #5 THURI 5 1) 2

Junior college or high school graduates preferred/

KL amh U L)
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e Minimum 5 years experience in managerial hotel Security positions.
Z /DA 3ENFUE PR TAER A 5K

e Preferred bilingual (English and Chinese)
I E AR AR & (SO 3X)

Interrelations/fH ELEL R
Liaises with outsiders, guests, department heads and front line managers.

5EEIT, ZORE G, BURE R, BN A AL RIFIER AR

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

1 ARS8, R PR N EE

Date
H 1

Reviewed By
HRZN

Approved By
GEN

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.

2N C 1 IFNT L BB R BT, IR AR LG 5 A7 HR TTRAE g 2R B R 588 i R B
FITEr o SR T BEZ IR T 25 2 2 A R TR ST . B 35 BhaRA 1R IRl S R AT 1 B &
KHPERE: R TIFER IR R RIFRT N NI RE . P BB 2 B AR SR i K2 Nl R

Employee Signature Date
AL H 3
5
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