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Title: Security Secretary
HRAE GRS
Department: Security Department
H#h17] GARES
Hierarchy: Chief Security
T % ) Z PR 4 PR TS
Direct Subordinates: N/A

HETRE AiEH

Indirect Subordinates: N/A

T B ANiEH
Category: L6

255 62K
Scope/BR 3 Y -

To manage and direct entire administration of the Security Office.
ST LRI IP o~ E A ATEUE B TAR .

Responsibilities and Obligations/BR 55 & X % :

To greet hotel guests to usual polite and in a proper manner through hotel standard.

22 G i AL ASCRR o i) fie P25

To be responsible for responding to a wide range of request by Chief Security for local and to
oversee commercial transactions and communications.

DT LRI R 5 AR M AN A 1) A S B TR AE

To handle requisition of office supplies, materials and equipment.

FFTIPA T ity BRI 2% R

To ensure and maintain Security filing and other related activities into hotel’s standard.

YEP 22 RS T3 o 28 SOR DL B AR RS B DR AT 5 TR et

To coordinate with Chief Security in his requirements such as dictation, typing, photocopying and
other related activities upon request.

W R A B e TAR B 5. SN, 2 ERSE AN O TR

To take down and transcribe Dictation\Minutes from the Chief Security.

R IFARIE RS ZRFR A B R 2 IR ZE AL M ki 4 .

To ensure that working areas are clean, tidy and in hotel standard.

PRAE AR DX I 220 15 B 55 T )5 B

To compose internal office memorandum related to Security.

AL FI)E N ER S 2 R SR 2% S 5

To ensure Security equipment such as PC, Laser Printer, Photocopier, Binding Machine and
Digital Camera are always in good working condition.

MR Z R IP AN BN B, FTERHL. FEOHL. ED AL AL T R H) TARIRES .
To ensure a timely distribution of Security incoming and outgoing faxes and all related official
documents.

IR 5 2 ORFR AR S L LR B 5 ST R I B 23
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To type reports, letters, memorandum, forms and correspondence, maintain files of same, some of
which will be confidential and should be secured in locked filing cabinet.

ITEMR A, B4, &Sk, REAGEM, RIFSCHIE, b — SRR (R R, R RAE
ISR .

To arrange appointments for Chief Security and reminds him of good time for any preparation
that may be necessary.

NUARIRA I 2 HE R B, FEHEBE I 5 B B v 4% T4

To maintain a follow up file for the purpose of reminding the Chief Security of VIP’s, Groups,
Functions, Events, Appointments and other “action” matters in good time.

AR ERER ST, JE I MR IR R E L B P DT BN, FI, A DL ETES 2k
To read and sort incoming Security mail and forwards to personnel concerned. To dispatch and
record all outgoing mail.

B B2 00 A 2 ARSI A = BB I e A AR o A& IFID s A H AR

To establish and maintain effective employee relationships.

LIRS AN TAER R

To implement of the hotel and department regulations, policies and procedures including but not
limited to:

PATI)E BT SR, BORARRT, R EART BU T A%

In house rules and regulations, Health and safety, Grooming, Quality, Service, Hygiene and
cleanliness.

IVAERERI R RS 74 CRICR. R, RSy, PAERELLIER.

To participate in functions and activities with other outlets when required.

2N 2 5 e X 3 B & 3 .

To schedule preventive maintenance work and coordinates with other division and section as
required.

I EHRITOL Lo 30T T e B P R 4E 50 TAE

To communicate, coordinate, cooperate and work closely with other division and section as
required.

5 HARAHSGH T 10 il BEE1E.

To interact and communicate with individuals inside and outside the hotel including but not
limited to, guests, suppliers, competitors and other members of the local community (with prior
agreement of the Chief Security ).

GBI B LA S AN Hva sl LA, BFEEARR T2 RN, BUNFE R, 5400 T
H AR A 41 23 A4

To perform related duties and special projects as assigned.

2 AT 55 73 e JE AT AH S BR B AR 1) 1 H

Competencies / & 7 ER

Good command of English.

JiE RUf

Previous experience in in 5* hotels.
A RGNS TAEZ25K
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e Good knowledge of Microsoft Excel, Word, Outlook, PPT.
18 K:Excel, Word, Outlook, PPT# A1

Interrelations/AH HLER & :
Liaises with outsiders, guests, department heads and front line managers.

H5&ET, 2R, BUFE R, BN K AL BRI AR

Work Conditions/ T/EZ&f4::
Regular hours with extra times occasionally as per department requirement.

I AR 18] 4 2R FEAT I B

Date
H 1t

Reviewed By
HRZN

Approved By
EEIWN

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 YN C 7 RIFNT L BB HER BT, I AR L 5 A7 BR 50 R AR S 2K 18 1 ) B
FITE o SR T BER PR T IR 5 2 2 AT S LR DT o B8R 35 BhARA T [R] S R # AAT T B 2 o
KHPERE: R TIFER 2 IR R RIFRTIA NI RE . P BB 2 B R SR i K2 Nl S

Employee Signature Date
AL H 3
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