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Title: IT Support

HRAL IT {5 B4R HF
Department: IT Systems Department
| E¥sEs %Nl
Hierarchy: Reporting to IT Assistant Manager
% 25 R B2 3
Direct Subordinates: N/A

HETE ANidE H]

Indirect Subordinates: N/A

[E1E 7 e AT

Category: L6

=il

Scope/ERTTVE H :

e Monitor and maintain the computer systems and networks. Install and configure computer
systems, diagnose hardware/software faults and solve technical problems, either over the
phone or at the location.

UEYPTAT IS & B R G I AR ATS, P S BN B B AR S, IEILE R I
I3 AT W 5 IS AR A T A PR R G, R A R RE I ) R

e To support and maintain the Hotel’s IT systems including desktop provision, network
infrastructure, and associated software and business applications.

NPT S B R G AR E AR TIHRAL . 2% DLRRH 50 BB AR i A B R G iR
SCREFIYES

e To assist hotel guests with any computer hardware and software related issues and perform
duties as the hotels’ Technology Butler.

P BhfiE R T U LA BB A G R, PR SR E K DT

Responsibilities and Obligations/BR &1 X % :

e Troubleshooting system and network problems and diagnosing and solving hardware/software
faults;

NPT B R Gt S N 28 R G ST B AR SR

e Replacing parts as required;

SEHRPC A

e Providing support documentation, including procedural documentation and advise colleagues
on their use of standard IT applications.

AR P BT SETLN. ] S VR A5 EE A S0 i 5 PRAR AT ) R Gebm e B2 25K

¢ Following diagrams and written instructions to repair a fault or set up a system;

B A ARSL 73 Hv Wy LA Ak 22 Gt HE B AR 25 T )

e Running network applications to support system and users;

N P AEASE P R 7 PR 2R I (i R SR

e Supporting new applications;
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ORI RS

e Prioritizing and managing several open cases at one time.

o B W 4 R A 1 B B O S R AR Gt )

e Provide user support to ensure the effective and timely resolution of technical problems.

NI R B AT R AR SRR R 55

e Document solutions to problems regarding standard IT applications and record them in the IT
Knowledge Base.

B A Do SR AR R B P R, QA R AR A IR, S TS A

515 BHEORER AR R F AT, TR AEMRTT %

e Have responsibility for the technical set up of presentation facilities including laptops and
projectors

N VLA P 2 25 VL T N B AN S 2 Uit

. Monltor system alerts on servers and report problems to the IT Systems Manager.

BEIS DR A B AR IR S5 45 55 RGN BLEAEAT 30, JF S E RS B BOR B4 2

e Undertake the day to day operation of backup systems including rotation of backup tapes.

FEHRS RS EAE S R 585, JFAERE S8 500 Pl s B 28 0 e

e Handle server shutdowns and restore service according to documented procedures.

PR IR IR IR R AR S B e HE IR S A e S, DA IR IR 55 48 B R AR HIIE AT

e Ensure the highest standards of quality are achieved in all duties carried out.

IR EER B TAE s 2, JF R INE AT

e Maintain effective relationships with the Internal and External Customers

DB BB A R AT s 2 NSt . Bk B IR SS;

e Conduct all activities in a manner in line with the Company’s Vision, promoting good external
relations and a positive image of the Company.

R A F B FIT A G, e RIFIAMEC R IHET A m I IEETE R

e Testing/evaluating new technology;

AW S I E R R ER
Securlty Safety and HealthAR-[& . 224 R {@RRER

Maintains high confidentiality in regards to guest privacy.

KT NG, EORFF L.

e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR N B TAATAT AT BTy, S ) A PR S 22 R 1) ek

e Notifies housekeeper regarding lost and found objects.
B EEAT B R, S H02s 55 R

e Ensures that all potential and real hazards are reported appropriately immediately.
TN S I Ml 5 AT ATV A B SE R B R

e Fully understands the hotel’s fire, emergency, and bomb procedures.
NP SRS NN SN STTES

e Follows emergency procedures to provide for the security and safety of guests and employees.
AT R SRS, URIER AR A L% 4.

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

DS i e o 1 W (P 5SS = 9T (LN
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e Anticipates possible and probable hazards and conditions and notifies the Manager.
T AT RE IR S B B, I SN R N DL .
¢ Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
conduct.

RN N, B, (CFBGR, BURES T8,

Competencies/BE /1 ER:
e Good command of English language.
R P SEiE 7K
e 1 -2 years experience working in hotels.
A% SRS TIERLK .
e Good knowledge of all hotel systes, Windows.
AP HIEE B RS, #BWindowst1E R 4.

Interrelations/fi HEE A :

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.

HEEITRRF S, DR TR, JFE A BkikpE At X, s /mmH ol
TSI R A AE R AR, DM E Q& f LT R 2 AT X R &

Work Conditions/ TYEZ&A% :
e Regular hours with extra times occasionally.
EH AR TR] 5 48 2K B N PR 1]

Date
H 3%

Reviewed By
B RZN

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
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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.

ZUN L VRIEIATTCL ERATHR DT, R ATBE I 5 A7 R STR A i har 2R R0 I8 s R
FOTEr . SRTHER SR T IR SR e i TR ST . B 35 B AR AT T [F) S R A ARATT B £
KHPERE: BT IFER IR R RIHRTIA AT RE . P BB 2 bR SR i K2 Nl S

Employee Signature Date
R T H 34
4
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