CODE: 07.01.028

RESOURCE LIBRARY - TECHNICAL SERVICES

Operation Duty Procedure EDITION: 1

PAGE 10F1

Purpose:

H

Check the safety and reliability of hotel equipment, make plan for emergent response..
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Policy:

BUOR

Make relay recording well, equipment operation, troubleshooting; executive job responsibility subject to
distribution, complete other duties assigned by superiors.
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Procedure:
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1. Staff responsible for job, execute other distributed work;
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2. Seriously imply team inspection system, keep vigilant to report abnormal to the duty engineer in time;
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3. Abide by the rules and regulations of the hotel, comply to safety rules;
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4. Proactive, and help the work of other colleagues;
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5. Responsible for room hygiene, supervision clean and tidy of working room and tool cabinet placed
neatly;
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6. Enhance business knowledge, accurately make equipment operation logs and put on record for

7. maintenance;
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8. Sleep in not allowed during working hours, otherwise, will be punished;
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9. To comply with hotel's dining policy, if on duty in a special area, could eating out at appointed time
after approval from the engineer on duty;
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10. Receive a visitor on duty is not allowed. Let others enter the hotel to visit the equipment room, and
important facilities without the approval of superior is not allowed.
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