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Title: Security Officer
PR TR22 7
Department: Security

E TR ZHR
Hierarchy: Reporting to the Chief of Security
TCHRAT A [Fi) R 22 0 8 B AT
Direct Subordinates: N/A

Hg % ANidE H]

Indirect Subordinates: N/A

[E1E2 AT H]

Category: L7

) 7%

Scope/HR REVE FH -

To conduct duties in the assigned Place of Work and provide a courteous, professional, safe and secured
and flexible service consistent with XYZ Hotels’ Standards Policies & Procedures in order to maximize
guest satisfaction.

PAT P ECHRAE S, St k. 24, Bl ARERRS, sy EEREERERRTR T, &
R JEE ik A2 25 ) 75 5K

Responsibilities and Obligations/3AER X %

Operational /iZ % :

1.

To provide a courteous, professional, safe and secured and flexible service at all times, following
XYZ Hotels’ Standards of Performance.

IRARMEALI . Tk, 24, HERIEHIRS, )5 R HAT ARk

To perform all duties and tasks in the assigned Place of Work to the standard set. Please note that
Master Task Lists are reviewed and changed on a regular bases reflecting change in trends, guest
expectations and operating philosophies.

AT AR SBIARAE & AR TR ST AR ST, PPE . AR EEAE SRR B, BR
HARHE. 1878 75 S BE O FRifE

To be entirely flexible and adapt to rotate within the different sub departments of the Rooms
Division or any other Department of the hotel as assigned.

e R A2 b F8 PO B S #8 1) G s P P A ST

To perform all duties and tasks when rotated or assigned to another Department as per Master
Task List for that Department.

MR ) — &R I T EZARSSHIR, PAT 0 B AR AT IR ST AT 55

To be fully conversant with all services and facilities offered by the hotel.
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SEAFAHIE G N BT AT IR 55 e ik

6. To perform opening and closing procedures established for the Place of Work as assigned.
AT TR T SRR

7. To have a thorough understanding and knowledge of hotel safety and security matter.
X B 22 4 I e 4 T AR R B R

8. To ensure that the Place of Work and surrounding area is kept clean and organized at all times.
AT g S S ORAIE A’ 37 B R ] ] DX 3 ) A 5 e v % 8 At

9. To ensure place of assigned duty is clean, safe and secure.
DRAUEAT 55 A Bl X I B . 224

10. To handle guest enquiries 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.
DIALER ki 7 s B N i), I Sy ) b2 3 Rt o N IR AR 3%, Wil
I B R JT 58, i Bl B

General/Z5ik -

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.

2. FRR T AR ST A TR R R L 0 SR R kR, TR, R 2 A R v

3. To report for duty punctually wearing the correct uniform and name tag at all times.
BE I 4Ry 7 % IR IR D S8 18

4. To maintain a high standard of personal appearance and hygiene at all times.
GROEEUEIE-SVS S AN YA Y atEs

5. To maintain a good rapport and working relationship with staff in the place of work and all other
departments.
EARERT R FAER 1 53 TARFF R AT AV 3@ AN AR R &R

6. To attend and contribute to all staff meetings Departmental and Hotel trainings scheduled and
other related activities.
SN G LU T B I URAR A At AH ST 31

6. To undertake any reasonable tasks and secondary duties as assigned by the Assistant Manager and
Team Leader.
FHE HH B 22 PRI BN BE ) TARAE 55 AR 32 24155

7. To respond to any changes in the work place function as dictated by the hotel.

X R A S S AR S P I HRRE— 5, A S S b

Occasional Duties/Ilfi i BH 55 «

1.

2.

To assist in carrying out quarterly, bi-yearly, yearly inventory of operating equipment.
PR BNIT S AR L A B AT R AR 4% R W

To carry out any other reasonable duties and responsibilities as assigned.

AT B AT AT & B STRIAE 55

2
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.503

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1

Job Description

PAGE 30F3

Date
H 1A

Reviewed By
CEP YN

Approved By
CE N

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 C AT L B RATER ST, FRANBE I B A2 HR TR DR 2R F R 580 5 I
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Employee Signature Date
R H 3
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