CODE: 02.04.152

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1

Job Description

PAGE 10F5

Title: Duty Engineer
HRAL {ELHE TR
Department: Engineering

| TR
Hierarchy: Reporting to Assistant Chief Engineer
E2 4 e e AT
Direct Subordinates: Engineering Staff
HEZE TS TR T
Indirect Subordinates: N/A

)% T )& AN
Category: L5

gl 521
Scope/BR 57 i1 F :

Responsible for the day-to-day operations within the property maintenance department ensuring
plant and equipment operate with the least amount of down time. Maintain the complex facility,
including the physical building structure, all mechanical, electrical, HVAC systems and related
equipment in accordance with energy conservation and preventative maintenance programs.

Tior TR H IS, AR IS e I b J L P B R Al AR ¥ 7 BEAI Sy P 43 1 &)
o SIS REBOHE, BETEE A, PrA AR, B, SIHRGNHE SR
Participates in the overall Engineering Management whilst maintaining a “hands on role”.

Z 515 TR RS, RN Re sk B AT 4R TAE

Property maintenance

SN2

Utilities

AFL B

Fire protection and preventative maintenance

B 57T B A TR 1 44

Environmental protection, energy and water saving

PATTHR FTREAITIK

Human resources

NG 3

Responsibilities and Obligations/BR 3% & X %% :

Provide a support service to the Engineering Managers to assist in meeting the strategic goals of
the department.

N TRESE ST HE, AU B S BILER ] A A H A5 o

Control the Maintenance Request System by assigning works to specific trades, supervises proper
completion of assigned works and compiles daily work order statistics.
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I AR IR B A5 AU LB BRAEE HE RS, B O &5 TRYHE I H R T
EiEAT Gt

Maintain records relating to utility costs throughout the hotel.

B ) AL FL PR

Perform general and emergency repairs and maintenance to all plant and equipment based on skill
and experience level.

FEFLAE LA 2256 B HE At b6 P A A 1 4% SE It AR AR LU S R S B .

Carry out regular inspections of plant and equipment as per the daily checklist and ensure that
inspections required by Government authorities are conducted and documented.

P H R A R0 25 B W& AT e AR A, W ORT R IBUR 4 R B SR iR B g AT e
Carry out general room repairs, preventative maintenance inspections and repairs including
scheduling of all these works as per computerised system.

DT — LR A A AT P4 P A A, JFERE H) € i) AR T RIEAT 4E12 TAE .
Perform and assist with the Fire Protection Preventative Maintenance Program ensuring all items
are inspected as per weekly schedule.

PP ELHRAT T PR B Kt R ZEdr R, s OR AR R B AR i A A S E

Review daily log book, rectify or follow up on all items left unsolved from any previous shifts,
discuss the same with the Engineering managers.

P ERERH TAEHE, A IEEURBE TP R PTA F I, IS5 TRAHNEZ
7]

Ensure Fire and Engineering safety features operate at peak efficiency.

BRI B TAR 22 A v e DA = SR I8 1T .

Ensure proper records are kept relating to all plant and equipment for the hotel.

LR 505 1 A 3 B R R I IR IE .

Ensure proper measures are taken to protect the environment and the Hotel’s adherence to it.

B DR RIS 2 RS OR I 8 I, JF BRI IS AT .

Monitor energy and water management systems to minimize wastage and costs using daily /
weekly utility readings as a reference point.

MR H AR KA S OGRREE NS 5, IR REIRAUK BRI E B R S8, AR KR E
HIE D IR T FREARAR .

Supervise the daily operation and maintenance of buildings, electrical and mechanical services,
guestroom maintenance, water features, fixtures, furnishings and equipment.

WP RE RS AMINIRIR S B 4Edr . K. TR ZAMERER HHisir e
Al

Liaise and supervise Property Maintenance Contractors on site and ensure appropriate standards
are met.

SR E% T I B P AT W S e 4P S AR AL, R ORAT & M oA

Maintain all workshop tools and equipment for the running of workshop’s trades and functions.
AP R IE T A 2210 TR, Al AR & U AR A T e 45 DLIE H T .

Ensure that workshops have adequate stock and materials in Stores and that all workshops are
kept in a clean and safe environment.

B IR AR IR AT RS A7 SRR RL, JRRA ORI AT TAR IR OREFTE T . R RIS . %03
KR o

Attend meetings as required.
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2 R W 251

e Ensure that all associates comply with the grooming and uniform standards.
BRI 1 L AR ASCRAT & 1 PR HE .

e Implement and maintain training systems to ensure that associates have the necessary framework
and skills to perform their job efficiently and effectively. This includes certification of all
engineering associates.

SEHEANYERERS IR G, AR 0 L3R4 6 S HEZE RS I DL LB e Lm0 se il LA . Fohid
BLHE A LREAH SR 1545

e Prepare work schedules and annual leave schedules within budget, business expectations and

guidelines of the appropriate industrial legislation.
RYE PO M55 75 ZALL SZATAERN,  1HE & TAETHRIBA & 5 TR

e Assist with the selection and appointment of new associates within the department.
PRIERT BT 2 TR

e Conduct regular staff meetings to keep all associates are fully informed.

FE AT T AEPTA R A LK

e Ensure compliance with legislated workplace health and safety requirements
B DR A XA S V2 E AR e 22 4 K

e Responsibility for the cleanliness of all plant / mechanical equipment rooms.

DT BT DU A% s ) ) A 3

e Ensure all requests for maintenance are carried out within an acceptable time frame.
B ORAE — 15 25 B TR) Y [ N 58 O A 4647 225K

e Assist all engineering associates with maintenance and repairs when required.
BN, UM AT TR ER R e AR IR ANGELS

e Encourage multi skilling of the engineering associates thereby improving productivity and team
diversity.

B TR A TR SR 2 T Re, AT iR s BB\ RE T 2 FE1E

e Liase with Engineering associates in their daily activities and assigned projects as directed by the
engineering managers.

FEHEIE A S TAEES 3 TORFRIDRS:, IR M TR L B4R/ 70 Bl H

e Responsibility for follow up on all assigned tasks to Engineering associates to ensure the works
have been completed in a reasonable time frame and to a standard pertaining to the complex and
as set by the Engineering management.

PRIEFTA 73 B2 TR A 02 T TARAE S5, BAORBTA A & BB IS 8] 4 e OFIA B TR
BBV TE HIAREE -

e Perform duties as assigned by the Engineering manager’s

e LA A H o B A L EAR 55

Security, Safety and Health/f7f& . 224 K BE:

e Maintains high confidentiality in regards to guest privacy.
PR PR 2 N B FAME EAH DGRBS .

e Reports any suspicious behaviour of guests and staff to the General Manager and Security.
W2 NN O L AT ] 54T IR s B AR 22 Ak
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¢ Notifies housekeeper regarding lost and found objects.
F 38 I TF R F B et B A 25 75 5 R
e Ensures that all potential and real hazards are reported appropriately immediately.
B DR SIS VIR 78 7 1 37 B S B 6 5
e Fully understands the hotel’s fire, emergency, and bomb procedures.
T T REBIE WS R SUR BT B A S B A
e Follows emergency procedures to provide for the security and safety of guests and employees.
LA N AR LA DR e A B L 22 4
e Works in a safe manner that does not harm or injure self or others.
PAIAN B B0 B 2 N 22407 UEAE.
e Anticipates possible and probable hazards and conditions and notifies the Manager.
TN AT B B E A RR R RS L, IR S A .
e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language and
conduct.

RPN ANDAE RE Sk AR BARE S AT N2 RIS B f bRt

Competencies/fg 1 EK:

e Strong technical skills
R TR &S N-

e Sound understanding of preventative maintenance.
T8 57 BRI 7 1 R () EE A

e Financial acuity - the control of expenses/costs.
B WSS HURIE - Refg 2 2 HI/ A

e Human Resource Management skills - training, and the development of each associate according
to their potential for advancement.
B NGB RE: Bl MRISEEA 1 TR R0 Hdk A7 5557 .

e Planning and organisation of resources for varying business levels in both the short- and long-
term to achieve strategic goals.
TR AN LA R b 55 55 0 0 R AT BT B, DASEE B H A

e Strong Communication Skills — must be able to speak, read, write and understand the primary
language(s) used in the workplace, ensuring good information flow
BRIV RS /T - AR RERWT . B, 2. BEeJ), iR TAES P RIGFI1E BASH

e Leadership, Delegation, Motivation and Team Building skills
BT &6, WU A EI i me /)

e Sound information systems knowledge
B4 HE B RS RR

e Legislation knowledge (building codes, fire safety and country standards)
A RVEN CRFUER . P52 40 EH F R

Interrelations/AH HEE & :

Contact with all departments and staff.

SR A TARFFIE R
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Work Conditions/ TAE 244
Regular hours with extra times occasionally

A AR 18] 5 AN J00 B RIS ] o

Date
H A

Reviewed By
HRZA

Approved By
B

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.

AN C AT BL B RALER DT, I RIR L i AL HR DORAE Dyt 2K F1 R D 118 )5 R
SITEE . IR T BUERSOR T IR S R T R LHER ST . FEk 1 B RATH A S R AT B B i
RIGTERE: R TIFESZ A I R EIFRTE A N BB . P IR 2% H A VR BRI 2 N B

Employee Signature Date
R H 3
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