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Title: Driver

HRAE H AL

Department: Front Office / Concierge
#I] AT 58 1 4L 535
Hierarchy: Concierge Manager
T % LELH

Direct Subordinates: N/A

HETRE "

Indirect Subordinates: N/A

FEEHETE G

Category: L7

255 72
Scope / BRBET0. F -

To ensure a quick, professional and friendly assistance to all our guests and to provide them with
all the services related to the transportation section.

MRV R IR A R . b KA () 5 A8 A2 K g T AH < R IR S5

To ensure the safe transportation of the guests, crew and groups as assigned applying the safety
and security policies & procedures of the company and the local regulations.

IR R AT EB 2 2, R ARTESS 51 Wb AUH 57 A w22 A ORI E B 4 8 BEANE

Responsibilities and Obligations / BR3¢ & X %%

Drives the hotel buses, vans and cars as requested by the Concierge Manager.

i A AL A P SR I I e R4 R

Assists in loading and unloading of guest luggage in a smooth and efficient manner.

Pt = A B R R R AT R IR BT R 2 A

Maintains a perfect communication with the Concierge and Front Office departments to ensure
check in and checkout steps related to transportation are perfectly performed.

AL EFRATHT TR R R S v, B DR AR 4 B 58 S AEATIR 5 A SRR IE IR S5
Ensures that guests are greeted (by name when available) and offered assistance at all times.
[ R PR MR (AT R LA RRIE) FFan 2 N 2 AL i) .

Refers guest complaints to direct supervisor.

) ELRE Bt AR

Complies with the hotel’s health, safety and hygiene policies and procedures.

ST SEAR R, 224 DL BARBUR MR FY -

Maintains an up to date knowledge of the hotel and local services, supplies information and
responds to guest queries.

SR IF TR NS KA RS E R, NEFRMME S E IR

Promotes hotel facilities and services for business whenever possible.

JC VR AR I SIS T R M A ) PG R it SR 55

Keeps track of all city’s geographical changes and street closures.
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I I 5 47 A T ) A S AR A A R R L

Applies BHI policies and procedures and service standards related to guest transportation.
TSy LRI B AR A BUR R 7 A1 52 2 AH DG 1 IR 55 B it

Ensures that road safety rules and local regulations and are applied during driving.

872 g e 5 B I S R E N 2 S

Ensures that guests are transferred comfortably and safely.

TR 2 25 IR IR &P 3 S 24 o

Maintains and services hotel vehicles, obtaining licenses as required.

PP ANIRTRI G 2200, SRR DR AT B IR BN A

Maintains valid all related documents for the vehicles and keeps record of car registration and
services required.

B OR % SR 220 A A AP IR0 ZE A0 0 DA S A L EAT e 3%

Keeps accurate records of vehicle maintenance and usage in accordance with hotels established
policy and maintains an accurate log book and reports daily activity.

ARG S BE A BOR ISR EWRI =9 LS AE S, It HRE 30

Collects and delivers mails as directed by Concierge Manager.

RIEAL TR B A E R WU IFR K (E A

Documents all deliveries and collections carrled out.

IERE OB AL B

Ensures that the vehicles are kept clean, tidy and in a good working condition_at all times

B IR ZE IR 2 R RV OF B AL T R AT B TARIRES .

Reports all damages and accidents to the Concierge Manager immediately.

[71) 4L 5 A AR BT 508 B S

Makes a thorough follow-up on maintenance work.

SUYESR TAEBEAT Bt .

Ensures that pick-ups and drop-offs are punctual.

R FERLRTIA 4 IR 55 HE IV 15

Checks for valuables left over by guests at all times and report found items to Concierge Manager
and Lost and Found.

I IS A, A 2 18 B ) B B A0t R A I D i ) AL T A B o 0 22 T A AL .
Establishes, promotes and maintains good public relations while meeting or exceeding guest
expectations.

FE T /& B R R 2 BRI AL, R 4E R RIFHI AR R

Maintains regular and effective liaison with other departments.

BB R S BRI .

Assists doormen and bellboys when needed.

AE 75 I B B T3 DA R AT 2 AR ) A

Co-operates in the performance of any reasonable task requested by the management.

PAT R B EEN RS TS .

Adheres to all hotel policies and procedures.

ST A S BOR AR o

Security, Safety and Health/{§[&%, #4 KidfE.

Maintains high confidentiality in regards to guest privacy.

KEZFNEA, REFREHLEE
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Reports any suspicious behaviour of guests and staff to the General Manager and Security.
Wil N TA AR 5EAT e, S ) e 22 3 R 22 AR T] S o

Notifies housekeeper regarding lost and found objects.

BPUTATIE RN, S 5 RN 5 6

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

TN R I b AT ATV AR B SR R G R

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

NG KO, BRI LA SRR B SE

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

Works in a safe manner that does not harm or injure self or others.
PASCRR 224 i 7 sUEAR, bt o B 5 Rt N .

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

T ATRE SR B g oL, I St A BN A .

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

RFFREDN N A, R, O, BRESRE AT,

Competencies / & 7 ER

Good command of Mandarin.

U 3 1 BRI

One year experience in 5* hotels
A LFELL ESEJORE TAFA R
A valid driving license (bus, car)

FHEER (BL. 54

Interrelations / fHE X R

Liaises with other members of the team and all sections of the uniform services department to ensure
smooth operation and develops effective relationships With guests

55 BN A B 03 B T i 55 B0 1 T IR BRI, BTRIER2E, SR ARIFRIFIIKR.

Work Conditions /| TAEZ%#:

Regular hours with extra times occasionally.
IEH TAERSIA], AR /RAnE

Date
H 1

Reviewed By

G YN

Approved By

PN
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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 AAT L B RALER ST, JEANR I B AL HR SRR iR 2Rk E R 581 i
FITEr e IRTBEL ISR T I S R R LIRSt AR B RATH R S R #EAA T B & i
RIHERE: BT IR PR K RITRI A NERE . W IR A B2 R R B N

Employee Signature Date
R H 34
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