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Title: IT Systems Manager
HRAT 44 R« FRBARIAEH
Department: IT Systems
AE ElSs % Nl
Hierarchy: Reporting to EAM i/c Rooms
e/ F AT RSB - 545 IR
Direct Subordinates: Systems Assistant
BT - E¥SE ¥ NAIESSE
Indirect Subordinates: IT Support
)% N ) - B RBOR S
Category: L3
-
Summary/AEE :
® The IT Systems Manager plays a vital role by ensuring the effective project management; support and
operation of property based technological systems in alignment with business needs.
FREBARMAME L EZNEZEN MO, LAFRE NS TR, A R0 H &R, 5 T)E
R RGNS, W RIE N EERER.
® Scope includes, but is not limited to, the local area network, associated peripherals, cabling, operating and
application software, telecoms strategy, WAN and ISP connections, point of sale systems, and to an extent,
In-room systems.
JO A FE AR TR . OGN AL, AR E AR . S SRR . I
FUVEL RN IR 55 BE R P 4 . B SR Ge, FRESEMREEE F AR RN R4
® The IT Systems Manager understands and responds to property operational objectives, goals, business
issues and priorities.
FRBARMAE THNIEEE BAn. fabs WSS REAETUE ,  FEHE RN 5
® The IT Systems Manager adheres to, and communicates to the property team, XYZ Hotels LR.

(Information Resources) Systems and Telecom strategies and standards.
BRI B A A . [ Bripy 5 4 145 B 518 R 40 (IR) S i A5 SR AIbR v, 4 2 [ 8 ) /)
HALIL

Working Relationships/ TAES £

«» General Manager, EAM or Director, Operations/Finance :

0 Maintains a positive relation with property Operations. Frequently reports status of system operating
performance. Leads upcoming technology projects and communicates their potential impact to
operations. Highlights potential system risks that may influence safety, Guest service and
policy/procedure. Provides technical specifications/cost/benefit perspective in business terms for
upcoming project plans.
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B2, BB IEN S B SIS E B MRS R . fRIRE RGSEEREIR
Do AP ARRMIBARTI H IR MR H 1S LG RE IS . R ATRER 24 SRR s Sl
FIREFHIVEAE RGNS . ML SSFIE, AR I TSl S BRI AR 28 73

+ Hotel Colleagues :
0 Collaborates with, and supports Colleagues using systems. Responds to problems and enhancement
requests in a timely manner. Keeps Colleagues informed about progress and status of issues.
WE R T—5 MRG0 R TAVEFFSCARAMAT . E1 X 7] BRI 8 A 17 SR R B RO 4 it o 4 3
Je AR5 i ] R PR IR B P 1) B3 T3 A

+ Regional IR Executive

0 Keeps informed of major accomplishments through monthly and ad hoc communications. Raises
concern, project needs, and solicits escalation support and advice in order to accomplish objectives.
Provides feedback during Pilot efforts. Works with Regional IR ICT (Installation Coordinator Trainer),
ASM (Area System Manager) and Telecoms point of contacts.
X AF BB IEATEON S —id & H A ek e, BRI TR R . SR INBERE . WIH oK,
FAER SR SRR AW A, DB H AR, R TAEh SR At S s . S5 X A5 B R %
PN HGR XS B HORE S A RS NS 1.

+ Corporate IR
o0 responds to queries from Corporate Office on a timely basis.Contacts Corporate Support following the
established communicated procedures frequently issued by Regional IR.
AVAZ B BT — S B S B A Y o AR XA SR B RS 2 R H B R IR R 5 RS
FREBTHRES
% Vendors and Consultants

o0 Positively interacts with vendors and consultants to obtain quality services, support and pricing for
technology projects and operating concerns.

% B R 5 U T [ — 5 3t B R R A B ELAR I A, DA m BB H N8 SRS
RS« SCREAENT -

+ IR Peers
o0 Communicates with peers on a regular basis. Shares information across the peer group that may enable
operational improvements.
G RFIEFENEFE—E S RN T A @, Sra R EEERE, DERS S B F
Frideidt o

Major Decision Making/ZE K sk
® Through effective decision making, ensures success with each project or system issue by leading the
selection/specification process, project management, arranging and overseeing installation, hands on
involvement, as well, directing support and troubleshooting at the property.
RS, BOREEASTUH BT BIRH AR AT AT F G0 r) R, AR I 40 1B /RS ) 1T A2
Fov BHAE R, AR 22 TAE, SEbrZ 5F48 SR Tk

Behavioral Skills/47 A4 g

® Communication - Communicates effectively using various methods. Chooses the appropriate vehicle and
tone most appropriate for the message to be delivered. Conducts and participates in meetings, verbally
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guiding and informing others. Uses active, empathetic listening as a tool to understand and support each
interaction, internal and external to the company. Prepares and delivers internal presentations effectively
employing appropriate content that has a business focus.

B —H & AR T AT Rl . BRI IA TS B OiE B FIE S 28T S Il
A NS O AR . SRR S AR W, AF D9 1 AR SRS 23 7 AN A2 i A T
Hoo RAAAWSEAMIESRINE, %S A NS o

Team Orientation — Is readily accessible to the team. Collaborates and consults with the work team
(Property/Field/Regional/Corporate) when responding to systems requests in order to arrive at a workable
solution in line with BHI IR principles and direction. Creates a cooperative working environment for
success. Defines individual and shared responsibilities. Maintains or enhances self-esteem in all
communication with team members. Addresses conflicts within the group quickly. Recognise contributions
of property and IR technical support team members.

ANHE f— /N BERE BEINT 5  BAS R R o FEET X /N TE SRAE ORI, 5 AR /N (5 /37 /
X/l F) S AR AR, DAMEIR B A B0 A [ Bt s 4 A5 S8 B 050 s U A0 77 1) B T AT e ok 7
Fo FIVEESIFR TAERE LS HURT) . S8 N NAILFE T £S5 BB 8 B V88 o O
B E B AN A R . 5 R A B BRI R SCER /N R TR
Judgement - Demonstrates ability to take professional risks to achieve a positive impact for BHI. Reviews

information system related decisions with the regional IR team to make sound, timely and reasonable
decisions. Uses appropriate past experiences and observations to address sensitive situations.

FIWr— eI H B Flk bR, DUy B AR [ i [ S+ B R il R B BE o 5L IX AR
BRPVNASL RSB S EE RGN IE, UEHEE . RIFMEGEKRE . FHES
g ELIAWE, KA RBUK R .

Interpersonal Relations - Builds an effective work team. Demonstrates ability to foster positive business
relationships in various environments with people of varying personalities and diverse backgrounds in
order to resolve issues, using negotiation and mediation, creating a win-win situation. Essential
components are empathy, active listening, and influencing others. Perceiving the needs of others,
developing long-term relationships that enhance understanding, respect and communication, and
effectively dealing with conflict are important components of this competency.

NERRR—EIL— N BRI TR N RIAEAFRIAE S, 2S5 MEAFR. TREEBA
LEIRRA 5 S REIRE Sy, DAERR DR P, R ORFIAIRAR, SRS . R AR WS
AbHB AR IR T, FRREmAM N . IR EMB AT R, RIEWISCR, DUNsE 7/, SEMEE, JF
A R AL FRAT 91X — 58 1 B E R B P JE -

Results/Goal Orientation - Maintains a high activity level. Achieves milestones, to acceptable standards,
rendering decisions and taking appropriate action to complete tasks on time. Demonstrates willingness to

take personal responsibility for actions and the delivery of results, remaining effective, regardless of
uncertainty or ambiguity.

LR/ BARE il — IR FF R KV EBh . BRI AR SC L AR, O 1 BRI 58 AT 55 T4 H ok
I RBOE ST s 5B T AT B BER ST R, SR RIERTT, AN 2 A AE AN
PEAPSENE RS R

Leadership — Demonstrates confidence when leading projects. Understands the goals and expectations of
the property executives. Is able to communicate own role in achieving the work team/department goal.
Supports peers. Embraces entrepreneurial spirit in work through recognizing and capitalizing on
opportunities. Makes time to share expertise. Sets examples for achievement of high standards.

YUFHE I —AET ST H I RIUE O o 1A EATEON 2 HARFIIIEE . BefigAil B S 7ESEI AR/
A/EBITEbR T EEN o SRS ERIFRAINLE, REEQDI ARG a7 =517
TR AT mbn i LA 1E N

3
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.550

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 40F7

Impact - Commits to the success of the business as reflected in the level of performance and achievement,
setting high personal goals and demonstrating high achievement motivation.

SO — GO SEB SN ot KPR B 35 ey, T RN N B AR, SHE &3, 15 Bk,

Change Management - Gains agreement, acceptance of an idea, plan or activity. Initiates communication
and action about purpose and benefits of changes. Accepts changes openly, taking ownership to ensure
success of changes. Helps others deal with changes. Identifies opportunities for change, with regional team
guidance.

AR R AR W . THRIBGE S . XA ) H MRS s EAENAT R I
AR, REUH TSR, DM IRA ST FE b NACBEAR . 7R X /N B R 5 T B E AR AL

%o

Key Accountibilities/ 3 % :

Business Knowledge - Maintains an expert understanding of the property’s business needs,
methodologies, strategies and upcoming projects. Keeps current with property, competitor and like
industry uses of technology.

MV S5 FR—AERF RGBS L 55 TR 5k, SRISARRTH o FER 7 ARG 52400 3 KR
XERHS A 5 DL o

Problem Solving - Identifies, analyzes, organizes and solves issues creatively, effectively and quickly.
it in) e — LU A BB ARTIE TR 730, AR E . o, HEUIRE DR .

Knowledge - Understands IR technology standards, platforms and direction. Maintains a working
understanding of technology trends, particularly in the hospitality/lodging industry as well is aware of
systems development methods and tools that are available.

KR/ B RE— T RAE BB IRBORARUE . AT ZERF XS BHOR a5 M FE A 1 AR 9 2 1 )5 %
Fe/AERE W IR R RS, IR B BUA K& M R SR RT3 S T B .

Installation and Integration — Leads installation plans and processes.
RIS — I 2RISR .

Support — Provides first and second level support to property IR associates for technical problems.
Conducts equipment performance audits and provides recommendations for performance improvement.

SCHR— 9T 15 B BRI 53 TAESOR ) Uy TR B2 — 2 OO 38 — 2 IR S . AT B R REAX

A, JREPRE R o PR AR A

Operations — Monitors computer and network operations at the property performing onsite and offsite
backup/recovery functions and maintaining disaster recovery plans.

BAE— IS LT AN RIS AR 00, SRS AAEIL &40/ KB IR, PR R FEBE
Tl

Policy and Procedures — Has read and understood applicable BHI Corporate Policies and IR Standard
Operating Procedures (SOPs) and other related material.

BURAMRE FP— C BB 1 AR AR S I T AR X [ Br 4R B A MV BUSR AA5 B Bt bR e s (R AR e (15 B AR )
AR A

Project Management — Plans and manages technology projects; performs an assessment of needs
ensuring compliance with company standards, budget, capital requirements and authorization. Determines
priorities, schedules, plans, andnecessary resources to ensure completion of projects on schedule, on
budget and according to planned specification and objectives.

I H B — RIS BRI H s AT —IRFR R VPAL, DA ORIE S ARAE . TREE . BEeZORMIHAL .
FEDLRIUH . HAR . THRIAARE B, PARA ORI $2 42 75 AR R A RS AT H A5 56 o
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Standards - Is in compliance with BHI system standards. Participates in the annual CAPEX planning
process. Produces an annual operating budget for the Systems Department. Arranges system maintenance
contracts.

PRiE—7F 5 AR H PR R R GibritE . S INEFEE— EICAPEXIIRIRAE . ARG S —
LENH. ZHRGLEBER.

Revenue and Costs - Grows property revenue by providing technology services. Reduces IT costs through
seeking out potential property based opportunities as well as investigating in-country leveraging.

WA A — L 3R AR IR ST, RIS IR E WO o 383 55K AT A A8 ik DA A R AT LA 2 ] A Y
A RFEE BB RA

Uptime - Minimizes business disruptions.

IBAT I R — R B 55

Productivity Enhancement - Increases productivity through encouraging process improvements using the
property IT infrastructure.

Az R i SR A P E AR SRR IR vt SREGE R I A

Communication - Supplies written monthly systems progress and routine project/update reports to the
Assigned Area Systems Manager with copies to the Regional IR Executive, General Manager, Director of
Finance and any other interested Department Heads.

VIE— R E ML X (S B RORI AR M H B R guidt e A H W I H / Bk, PP IEHIX (5 B %
BATEN G B W55 B S L AAR S ER T T80

Ongoing configuration maintenance — Performs maintenance that eliminates security risks sets
appropriate local area network system access that provides dissemination of duties. Communicates to the
appropriate department manager or executive committee member when the responsible department (e.g.
Outlet Managers maintaining the POS system/Front Office updating rate codes etc) has not performed
system configuration and/or maintenance.

R BE A E—RAT 4B TAE, LAHBR 2 XK, g RESR Bt 70 W DT AT HIE 24 )R M ) R i 17
B 5N A TERIER T (AnZEdr 448 S R S8/ Front Office BB RACIL (L 55 M4 T KT R SE
VCIE e/ BRYERE WU S7 B RIAH SR T 42 B ERAT BN SR 2R B e i A

Telecoms — In conjunction with the Regional Telecoms Manager, arranges and implements Telecom
standards and enhancements.

HLE — S X A S e B[R] 2 HE I S F S A A AL

Systems - In conjunction with the Regional IR Executive and Area Systems Managers, arranges and
implements Systems standards and enhancements.

ARG —5HXAG B RIATEN 01 A5 B ER B2 B [F) 2 HE I St R SepnAE A RAL o

IR Policy — Adheres to, communicates and enforces IR policies and standards protecting company
hardware, software and other resources at the hotel.

B R BHRBOR T EAR AT A R ORA RIS B A mI R L B A A SR R 45 B BB A
*/j:\){& ]

Asset Management — Maintains an inventory of equipment and software etc.

B B — YRR R AR A A BLE 3K

Customer Relations - Ensures solutions are consistent with business needs and company standards and
procedures

% PR R ORR R TT A6 55 7 SR S5 B R IR BUR MRS
Education and Delegation — Provides one on one and small group systems education programs to
executive committee. Provides on the spot training to users to ensure that easy system tasks are delegated
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to users ie empower users (eg restarting printers). Arranges ongoing large group training programs
incoordination with the Training Manager. Encourages Operating Departments to maintain a structured
ongoing computer-training programme, especially targeted at new Associates. Meets with other chain
Systems Managers locally. Attends local conventions and participates in at least one off-site technical
training course per annum.

HE B T RATBN BT RS — M/ NARGHEE M. WA PRI E I, L
R 5 I R GUE S AT 2/, BIOARIP SBU (A =08 R 2T EIRL) . SR B0 R 2 HE2E I RF
SEPERR BRI PE . Rl X8 01 T, S E IS YR — MR L T ST EAEIEE. 5 H
MRS BRI A EA ST 2. Sinsthail, JHE R 02— R MOREE I BE.
® Backup — Have in place a Systems Champion or second in charge who is adequately trained and ready and
able to take up the Systems Managers role on a short term or long term basis.
B —2 G C—2AEENL 7 RGNS AET, WASERE I, REm8 b 2 K6 3 5L
SIVCENERSE s % N2 i) s

Executive Duties / 1T BUER 37 :

e To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's

Duty Manager's Roster.
RIEW G (EE LR, A EIEL IR IR 5T .

Security, Safety and Health / {£[%, &4 R{EgE

Maintains high confidentiality in regards to guest privacy.
KTBENEHR, ZRFFELEN.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
W e N TA AT 5EAT 0y, S ) 2 38 R 22 AR T] S i o

Notifies housekeeper regarding lost and found objects.
BRI R, S A2 55 R

Ensures that all potential and real hazards are reported appropriately immediately.
T I R Pt AT AT VB E B SE R G

Fully understands the hotel’s fire, emergency, and bomb procedures.
ARG KK, B TR O SR E BRI 2R «

Follows emergency procedures to provide for the security and safety of guests and employees.
AT RSB S, MRIER AN R T2 4.

Works in a safe manner that does not harm or injure self or others.

DSl e o 1 W (P 52 SR DL S = L (LN

Anticipates possible and probable hazards and conditions and notifies the Manager.

T AT RE R S By B 0, I SN R N G .
Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and

conduct.

RFFREEDN N AL, R, ORI, BRES KAT 8.

Other/HAih:

® \Work Experience - Past hospitality operations / systems experience and / or systems support exposure.

TAR2YG—INA N RAEW A VAs A/ R G A, S/ o8 #Efilid R85 TAF.
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® Availability - Able to provide on-site support 24 hours a day, 7 days a week. Resides within quick
transport reach of the property.

B TAF—Reus R -Gk, R AVINNEBUIZIR MR . RS AR 208 T H IR HRIA L7 -

® Education - Tertiary education in management information systems, Hotel and/or business administration
advantageous.

HE—BERG. WIE /B E IR 2 E AL
® Task Force — May wish to participate with field growth activities.

Rl LA — A28 [& S NP 5 IR 5 30 o

® | anguage — proficient in the English language, written and verbal, and ideally, as well the local language.
B BB TOE PSS M OE, R IER S s

Date
H 1t

Reviewed By
HRZA

Approved By
EEIVN

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 T ATT L B RIATER BT, JEANIE I i A7 BR TR AR i 2K E R 10 18 ) PR
FITEE . IR T AR SOR T IR SR R LHIR DT . #Ek 3 B RATH R S 2 9 A0A T B B i
RIHERE: BT IFR S PR K RIFRIT A NERE . WH IR B2 R R I N

Employee Signature Date
AL H 3
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