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Title: Fire Control Center Officer
HRAE 44 Bk YH B 4% T
Department: Security Department
#I] PRz 58

Hierarchy: Security Supervisor
ICARAT % PRz £

Direct Subordinates: N/A

HETRE AiEHA

Indirect Subordinates: N/A

T B ANiEH
Cateqgory/Level: L7

255 72

Scope/ER 5HY0.H

In charge of daily hotel firefighting control operation, ensuring firefighting equipments and facilities in
good condition. Well knowledgeable on how to use all equipments and facilities in the firefighting
control center and all security related contingency plan; report to management team immediately after
receiving the alarm and be cautious all the time

B TR H ARPEOCGH By Iz O B HR TR, DRUETH b7 M s Bt i 2 b T 58 B i R AS - 2 IF
B2V 7 W A2 T O % Tt S b H) A ] R A3 A S0 T B %% IR TS, $ %5 o e s AL
HT UL B, 2GRS T

Responsibilities and Obligations/BR 5 Fl X 5% :

Control center is important position on prevention of fire and steeling and other criminal acts at the
hotel. Firefighting Control Center Officer needs to be active, concentrated and calm. To keep alert at
all times on situations on the monitors. If found any suspicious activity or got an emergency call, need
to keep calm and report to security supervisor or Manager immediately, in order to confirm necessary
actions.

W ERT K, BRI EE A, T B A YE S 2 L A B OR RS s, TR R
BV RVEITA Bk SO ) &G DL, B BHRE SO BT BEIE OLEDTE, IR AR
FHRL R PR 22 B Ao B B OR 22 T8 HEAT WA

In charge of operation of fire auto alarm and security monitoring system and maintenance. Be
proficient in use of equipments and well knowledgeable how to fix when equipment might be broken
down. Such as filling maintenance report, notice engineering department and report to security
supervisor.

5T KK H BARE 22 AR RGN E & 4E 40 R AR, ISR IR & M i a5 I A E
T ANV A% LT B ) SRR N PR AR PR T, PRAE AL T RAF I AR, 40 H S0 e b2 K% P 3
HITRRABR, W TRET4EE, RS a SR 2 T

Firefighting Control Center Officer must strictly stick on shifting hand over standard and fill in log
book and equipment failure report; and do good handover on unfinished duty to the next shift and
signed before leaving.
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7RO EYE AR PATEYE, IR, WHEIHEBEIIES, B&siridsk, W&
RT3 S TS R AL R 58 CCAE M s s A7 AE A ) N EIEACARIS 28, 21D
SRA BT S U7 AR

Answer the phone in the use of Hotel standard and convey correct information to supervisor on duty in
time and do the next step as supervisor instructed.

P IRPRHERE PRI HETh, O AER RS BAR IR 1T, AR S R 2 AT T —
pZd(E

Be strictly stick on confidentiality and it was not allowed others to enter the control center; and it was
not allowed to talking to others on related information; it was not allowed to show CCTV video to
others unless security manager’s approval. Be cooperative with police upon visiting.

TH 7 e 2 O (B BT D3 AR ST R A, TR R N DRt N B ez ol S B4 T &
HEEPOHKRMANE, WERE ARG RAE R LA, AFIMEBIE, e A%
WLIRE TAE, ity frE TAE

Monitor CCTV, firefighting system, smoke sensor system, firefighting water system, key management
and background music system on each shift to make sure handover has been properly done and follow
up unfinished work.

YRS NER A IRIERG, WP RS, HPKRS, BRERRGER
O, PRSI e EIRACARH) B S I B B I, )0 BB, 0 o e B A Ao 3t B ) et
Lo Rt DR AR BIESAE

The CCTV officer is in charge of control of all equipment; it is not allowed to turn it off unauthorized;
if equipments can’t be recovered and influences therefore the normal operation, notice security
manager. The System can only be turned off with approval of General Manager; and report to
Hailar/Hulunbuir Firefighting bureau.

WA CMEIE R ST B IS W%, AR ATCBUE HSCH, BBEEE, iz Ik
WIBATHAERGE R Z A, SREPHHESS 7P G, HHARIPAS DR TSR X By R4 5291
WA A 4%

Maintain and keep in file of all documents (video, print record, log book and fire alarm forms.etc) for
future reference.

TR ORI (R, FTENOR, EIHT, KBRS L&D B ARy
ZH

Strictly carry out fire alarm procedure; when receiving the call, confirm the location and call security
to re-confirm; if it has been found a false alarm, resume firefighting alarm system and turn off
connection with firefighting bureau and make records; if it has been confirmed it was happening, send
out emergency text immediately and inform Operator and Crisis Team members, and call 119 for help
for Fire Brigade after approved by General Manager.

INFLJEAT KB HERR T, 280 JCEREN, TERRIAKCE A, RSB AR AT, W
Ririk, ARZIHHNTRE G, HHEGIRERGEL, KWW THED, RS STHEY
JRIEM B HLEAL, VBTSN KE LR KA, s O ETE N2 IR G ) K
RO, KA KERR, BRSSP G NE R, JERYE S B2 B R 4 5 k4T
1191] 71 B BA SR 4% o

Well monitors security of VIP in the hotel; and acts strictly on safety procedures. Prepare records; and
updates information with duty shift supervisor.

WHMEFVIPS e 2 e i g TAR, i T £ S BiiE R, JRARISR, R EERME
5

PIAn
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Focus on important monitoring points on each shift, Strengthen monitoring restaurant and front desk
and monitor on any suspicious movement; provide updated information to ensure personnel and
property safety in the hotel.

WA CMETE R R FPLRNT B i, IR 8T/ 6 LB B HEER R, HFREA RKALRE
ABEN BB, SREEREUER, RIEBUSE NS I 7224

Implement entrance system and alarming system at disabled washroom; Notice security/supervisor
immediately after receiving the emergency call.

WEBATI ARG, RN PARELBRE T, R 5 N IR GE O Ok 22/ 2 B 8 #4730
RN

If some is trapped in the elevator, notice supervisor, GSM, duty engineering immediately and comfort
with trapped personnel and provide updated information to supervisor.

XPEEERRN, WA OB NI R S PE A, (HIEA R, ([EYE TN, IR0 I
NG TEAT 224k, FRRaR [ 29 YE 3 5 S A5 0

For emergency cases, make accurate records and ensure sure video is visible and original for future
review.

YT RAERKEA, WO EYE A Nl TR, RERGREME, REFEBIEYE, LA
wHEEE

Keep the CCTYV station clean and tidy and make deep cleaning once a week.

FEYEUU R 2 o0 i ARGV, B — ROIEIR PN T 0500 AR AT — IR RIS
Strictly execute confidentiality policy

TR AT PR i JEE

Health and Safety {2 FERI & 4

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

T DR T WO A B R0 52 1) 22 4 e R B R IRV AR AN B IE

Be fully conversant with all departmental Fire, Emergency and Bomb procedures
PEIHIITHNER . RS PN E A PR

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

IR A IR 7 R a I e, S Anin g DUR 2 AR 3R T 224

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 DT BVER . VERLAE, SREUFRIPAT IS R B IR, DA ORI s AR A
GO i ) 224

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

TR BT A BB 1T A B3 AR AE 22 A IS T2 N LAE, ANATReAE 240 T B G AL T A

Use safe manual handling techniques and practice safe work habits following company Health, Safety
and Environment policies, maintain procedures to minimize our impact on the environment and
prevent pollution.

i 2 4 T ORI SR B AR AR B e 22 R BUR T 22 4 TAE IR, ORFRIGEIRATRS
IS AT GBI 4P ek B B /N AR

Confidentiality//% 25
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Ensure confidentiality and secure storage of all intellectual property and data bases, both hard copy
and electronic. Adhere to company Internet and Email policy

B L 2 1 R T A A T I B8 TS R R TR 22 4 o WSR3 B R D30 1 99 4% ARG A2 5
Ensure Hotel, Customer and Staff information or transactions are kept confidential during or after
employment with the company.

B RAE O TAEHR BB HR S PP 20 AN B3 A5 BB & A 55 B R B 1

Competencies / B 7 ER

Knowledge of hotel fire and life safety systems

PRGBS NI B RBUE R 9t

General management and leadership skills

HAEHARE

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

P HBURF LR 1] 5E A SRS 5 S8 VF AT S22 8 ) & J0URE 8 1) B2
Junior college graduates or high school graduates

KL omH Ll B2

Minimum 2 years experience in managerial hotel Security positions.
ZDA 2 NFEPUE R L TAER AL

Firefighting control officer work license holder

TR P 5 IR

Preferred bilingual (English and Chinese)/

B RPN S (ST )

To be fully conversant with /& :

Hotel fire procedures 1 J5 4 5 &2 ¢

Hotel security procedures i i 22 4= F& FF

Hotel Health and Safety policy and procedures i J5 fi B Fl ‘2 4 USRI RE

Hotel Facilities and attractions 37 ik 15 Jifi

Hotel standards of operation and departmental procedures j8 i iz 47 bR e AT 38 T 138 4T FE
Methods of accepted payment of the company £V AT LA 32 i) 44 705 2.

Short and long term company marketing promotions ¥ /5 K %5 #H 17 2 /2 484 55

Interrelations/fH HEE R

Liaises with other departments, other colleagues in Security Dept.
H&EET], 2R A TR RAFHIER R

Work Conditions/ TYE2&44:

Regular hours with extra times occasionally

I AR E], AR ZR AT BT
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Date
H 1

Reviewed By
HRZN

Approved By
CEN

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 I ATT L B RATER BT, FRANE I B A2 HR TR DR 2Rk F R 580 i I
FITEr e IRTBEL IR T IR S R R LIRSt A BT R S R #EAA T B & i
RIHERE: BT IR PR K ITRIT A NERE . W R A B s 2 SRR N

Employee Signature Date
AT H 3
5
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