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Title: Systems Assistant Mgr.
YR 44 FR E¥SEs ZNAESSE
Department: Systems IT

A E¥sEs %Nl

Hierarchy: Reporting to IT Systems Manager
% £ B AR A B4
Direct Subordinates: IT Support

HEZE TS B IRROR SR

Indirect Subordinates: N/A

)% T )& AN

Category: L4

el

Scope/BR BT YE El:

e The individual in this position provides secretarial, technical and managerial support in the
Information Technology Department.

SR B BRI RS . BORANE BT IR S
e Under the direction of the IT Manager, the incumbent will perform technical support functions related
to information technology services and perform various job-related duties as assigned.

FEEREARMAHNTE T T, AEPEREATE SRS RIS SC R IRGE, I AT &S TR
HRATEERATT

Responsibilities and Obligations/BR 511 X 5% :

o Manage all the jobs of IT Support;

BT EME RBORSRF T LAk

o Responsibilities, but not limited to the Job Description of IT Support;

BFFHARTE BB E TAE.

o Manage the daily operational functions for assigned area.

R E X ) H R s EER e

e Develops documents and maintains IT systems and databases to effectively and accurately monitor and
track our services and related issues.

TERICRY, HEPIT RGN, DUA R0, 1A 0 A0 PR s PR AT T 4 IR 55 AR AH 2 ) 7

e Serve as a liaison and provide leadership between Users and IT Department personnel.

FEHIREE N T, IR A BRORER N R A [ 41

e This position interacts with IT manager, technical staff and users providing and making viable and
sound IT recommendations on a regular basis.

IRAL 515 BERERE . SR NG P B8, gl HEEe 17, e B AITE .

e Provide support by monitoring incoming e-mails and phone calls, routing requests for assistance to
information systems staff, or resolving basic application issues.

WIS T SRR LT, RAE R RGN R HIER G K, SR IR A N A, AT R S
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e Contribute to the proper installation, maintenance and disposal of IT Equipment.

B TITER A IER 25, efr ML E

e Assist designated support staff with troubleshooting problems and project implementation.

PR E B SCREN AR R, SEETIHE .

o Keeping User informed of the status of their request for support.

] BEE RREE 1 AR LSRR SRR

e Advise staff and Members on their use of standard IT applications.

NTAEN AN 7 S B SR v IT R FR4sE F 223

o Work with the IT Manager to prepare basic training materials and configure hardware and software for
training purposes.

5 BEAREE IS VEMERREART IR, BB R T 55 I8 e A 1

e Work with the procurement team to coordinate the effective and timely supply and distribution of IT
consumables.

ERIGBINATE P, S Rt S A BUI THER

e Maintain inventory of Hotel IT equipment and corresponding maintenance agreements.

TREEI TR AT, IR BRI 4ES 0L

e Obtain price quotes and order computer hardware and software from vendors after discussing with the
IT Manager.

PR, & 5E BHARA I 10 5 WAL AT T+ SRR A AT

e Take responsibility for meeting individual performance targets as agreed with IT Manager.

1 5k B 515 BRI B € M ANGRCE F5

e Support the culture of cross team working.

BEET RN (RN A

e Communicate effectively within the team, with other teams and across the Authority as a whole.

EABIRA . HoAth A BN S BEAS LR BEAT A R0V 18

e Report on such performance, management and operational information as requested by the IT
Manager.

ERAE BREARE LB P ER I RER. EEAEEER.

Security, Safety and Health &, 24 F{@EER .

e Maintains high confidentiality in regards to guest privacy.

FERE DR ST 25 N BS AL EAH S HIHLES o

o Reports any suspicious behaviour of guests and staff to the General Manager and Security.

Ha 28 N T HAEAT T BEAT IR A BN R 224k

o Notifies housekeeper regarding lost and found objects.

W KA S ) B R 45 75 5 B B

e Ensures that all potential and real hazards are reported appropriately immediately.

B DR S IRV AR AE S T B B 8 35

e Fully understands the hotel’s fire, emergency, and bomb procedures.

o> TR SE T BT N U ST AR A O A

e Follows emergency procedures to provide for the security and safety of guests and employees.

LA L SRR P DAB DR 2 AN B3 T 2242

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

DAAN 35 80405 3 H Calidth AN i 224757 A

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

T AT Be BB 7R RS B A O, RS A B

e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
conduct.

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

©2015 INNARCHIVE.COM



CODE: 02.04.551

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 30F4

TRFFADANRAE, K& IR CRAGR. SRIE S AT A% LIS B G br e

Competencies/g8 1 EK::
o Good command of English language.
R4 B S K-
e 4 -5 years experience working in hotels.
4% SR NIE TAERL

o Good knowledge of all hotel systems, Windows and etc.
ABA NS E RS, ABWindowstE RS .

Interrelations/ AL R :

e Liaises with all departments to ensure smooth operation and develops effective relationships with guests,
business partners, local community, local authorities and intermediaries in order to create optimal business
opportunities and community relations for the hotel.

HEERITRFEISS, IR TFRIZME, HERA B ArE. ARHARIX . #0724 /A A HLAL T
ARIEAERFR, LMEATE G R B L A X R R

Executive Duties / {TBUR 5 :
e To assume the functions and responsibilities of Duty Manager in accordance with the Hotel's
Duty Manager's Roster.
R EE IR R E R, ARIBEPIZE PR RE S IR 57

Work Conditions/ TAE %4
e Regular hours with extra times occasionally.
1B AR I 8] 55 5 2K B B Ta] .

Date
H 35

Reviewed By
A

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
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improve personal abilities, resulting in maximum guest satisfaction.

EUN C T IFNAT L BB R BT, IR ARG A7 HR SR b 2R B RF 58 1 PR B
KT IR THERPUR T I 2 R 5L LR DT . 2R 35 Bh 3 1 0 [m) 3 R HE A AT 1 B i
KHPERE: R T IFERZE IR R IFIRT I AN RE . P A2 A bR VR i K2 N R

Employee Signature Date
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