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Title: Butler

[iRY 2 =E
Department: Housekeeping
#hI E R
Hierarchy: Executive Housekeeper
TR 5 ITBUE R
Direct Subordinates: N/A

HIE T AN H
Indirect Subordinates: N/A

FEHE TR ANidE
Category: L6

ol 6%
Scope/HER 57 Y. Bl :

Responsibilities and Obligations/BR A1 X 45

To provide a personalized service to the guest of the Presidential suites of the Hotel from arrival
through departure.

N B GE s AR NS 2 3 )5 28 MEIRS -

To get all the information such as the arrival date/time of the guest, special requests and be ready
prior to his/her arrival.

FERRE B 20, FARAERE, GBIz 20k H. /i E . Rk EREE

To answer to all guest queries and requests using guest names at every opportunity in order to
achieve optimum guest satisfaction.

B U [ 25 IO 2 ) i) FHE SR I RIS (1) 44 7, DABRAR IS I I AR, o

To manage the day to day operation in these suites to achieve the optimum quality level of
service.

MBI HFEES, DARIRERS R E.

To supervise and maintain cleanliness of the rooms, corridors and service areas of both
Presidential suites.

B IRYE G B s IA) T JER DA K R 5% DX 3 ) i

To conducts inspection of all guestrooms of the suites and ensure that they are maintained to IC
standards.

KEERBITAZD, o RIL4ES TS 2ICHRE.

To conduct the turndown in the guest rooms during the afternoon as IC standard.

WRIRICHRHE, HE b N FHIRRIRS -

To deliver promptly all incoming mail, parcels, clothes belonging to the guest and also his/her
food and/or beverage orders.

S SRR MR LR AR, AR A/ R AR ART

To ensure that all operating equipment is well maintained and in proper functional order.

TR A B E R AR B RIFII4ES, P DhRe IR IE R AT .
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To report all maintenance requests to engineering and do follow up to ensure that the work is
carried out.
] TREFR R S B TR, FFERE LB R, W ORYEE AR S .
To be responsible for issuing special items requested by the guest and maintain a record of
requested items.
PO R T A R B AR R i o
To ensure that safety and security standards are maintained and report any hazards or unusual
behavior that occurs during the day and night.
MR 2 A RIE BbRE, IR 2R BB EA IE AT 9.
To be aware of emergency procedures, such as fire, evacuation and bomb threat.
TREN SRR, Bk B S EON I E B .
To control and analyze, on an on-going basis, the level of the following:
ANTEJ TR DL S AT A B A 3
a. Quality level and presentation of food and beverage
BRI o 5 DA S A
b. Service standards.
R 55 At o
c. Condition and clealiness of the equipment.
g BB EIR DL RIS 5 L
d. Guest satisfaction.
AR .
To establish and maintain effective employee and inter-departmental working relationships.
BT IR AEREA U R T ARG TAE R R
To liaise closely, throughout the whole day, with Housekeeping, Laundry, Engineering and Food
& Beverage departments, to establish a smooth operation.
SEGE, Ve, LTREIMMEVE R H R, #fRIETRIZH
To maintain an updated operating manual for the Butler Service division.
B IS B8 BT X IR 55 B R A T 00
To create and control with the butler team an accurate logbook with guest history file and guest
positive and negative comments.
H5EFRBINESIHEHAE R TEHE, dERERIEs, PUACKE =20 I LK 7
127
To keep up date guest history file on PMS through guest relations division.
I R RIAERT & RGP 5 SR ST B
To get guest history file from sister hotels for more information.
PAVIVE SRR IR ST E A 0] TSI e o
To participate in daily briefings with the other butlers to obtain optimal results.
A A K — RS H ik, PRSI
To lead and participate in service as necessary in accordance with the requirements and practices
of this division.
BRI T R RN SERR GO, W25 DER RS .
To maintain approprate standard conduct, dress, hygiene, uniforms, appearance and posture and
that my name badge is worn at all times.

EFFIE AT N, FHE DA flik. SERAEHbRIE, IRZ AL R
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To ensure sufficient supply of crockery, cutlery, dry and wet goods at all times.
IR, B H . T SRV EFIR AN 78 2 .
To handle administrative work and keep updated files on the following Butler Service matters:

AT BCLAR I Orfip ST LA A 98 SRR 55 2R TR 2 3L

a. Standards

Pt

b. Training
=l

c. Operating equipment manual and inventory
WA AR F T AN

d. Maintenance matters
Y FH I

e. Meetings
=i

f. Guest history file
Jai s A 5

g. Miscellaneous
HEEHR

To assist the Executive Housekeeper and Room Service Coordinator or his/her delegate in setting
Butler Service goals and developing strategies, procedures and policies.
AT BUE N2 5 IR 55 W0 7 s fln/ dt 80 A QBN 1) 7 8 X M 9% H A MUAC JR ARG« 2 e AT
Ho
To monitor the stocks of all the Food & Beverge material and equipment and ensure that service
requirements are met.
W A BRI AT, T IR BERE T 2 IR 55 7 oK .
To promote in house facilities through up-selling methods; be familier with any on-going events
in the hotel. And to provide all information pertaining to local places of interest, restaurants and
various other information likely to be of interest to the hotel guest.
I8 07 AL E RO, A N BTSSP Y i e S A AT e U
PR AL e BT DA R HARAE R
To handle guest compalints and report them to Management in a short time. To ensure that all
queries and problems are dealt with a satisfactory manner. To do foIIow up on corrective action.
AEFRRTA A AR, AR RN ] Y ) B B, B ORIV IS & N 1 7 SR AL B
T PRI A 145
To ensure the delivery of amenities for guest arrival and the replenishing during his/her stay [V4
& V5 levels].
FEFERIM A, HAORE D5 2% i S ik, A8 L a5 T T) R g 347 #bh 78
To monitor and control all operating equipment of Butler Service.
B O B IR B T A R AR A%
To keep aware of trends, systems, practices and equipment in food and beverage through trade
literature, hotel shows and site visits.

L5 5 SCHR W H AR SSNE R, TRERRATES, KRG, BRAELL R

3
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2015 INNARCHIVE.COM



CODE: 02.04.254

RESOURCE LIBRARY
STRUCTURE & ORGANISATION EDITION: 1
Job Description

PAGE 40F6

To implement the hotel policies and procedures including but not limited to:
ST S BCRARE Y, B EARR T LT N
a. In house rules and regulations
JE PR o
b. Health and safety
i R 22 4>
c. Lost & found procedure
RKYHH G
d. Grooming
&S
e. Quality
JR &
f. Service
k55
g. Hygiene and cleanliness
BARE
To assist in identifying training needs. To assist and attend departmental meetings and training
sessions as required by management..
BB 7RI K. RS B ZOR M IS I ) W R 5
To ensure a proper hand over is carried out before leaving the premises.
He JEHITAA DR IR ) A28
To display discretion and honesty towards guests.
TE 025 THI /1T 46 2% 22 IR 1 AR R0 S
To perform related duties and special projects as assigned.

JEAT A RHATT AR IR AR IR T

Securlty, Safety and Health /{5R&, 224K fdkE:

Maintains high confidentiality in regards to guest privacy.

RKTENERL, DREFmE L.

Reports any suspicious behavior of guests and staff to the General Manager and Security.
AR N B TAATAT AT BEAT Y, S ) S PR R 22 R 1) ek

Notifies housekeeper regarding lost and found objects.

I FEA B R, S R 55 R

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

XTI S I i A5 AT ATV A B SE R B R

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

ARG K, BB L A R BRI E SR SR -

Follows emergency procedures to provide for the security and safety of guests and employees.
LA ML Ay LLURA DR 2 A 1 R 22 4

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

LIS 224 )7 sR0AE, ekt K B & RdtbN .

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

T AT RER GRS 0, I R o5 R
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e Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.

RPN AR, B, OHBER, BRES T8,

Competencies/fE /1B :
e Good command of English and 2 other languages
REE AR A8 F B TE A AR P MG 5
e Five years experience in 5* hotels.
545 I B TAE & 5.
e Good knowledge of Microsoft Excel, Word, Outlook.
FAZ51 FH Excel, Word, OutlookZs 75 23 844

Interrelations/ EAHBR & -
Liaises with all departments to ensure smooth operation and develops effective relationships with guests,
business partners.

SHEIAMITRR, MREERIEREE, 5REEUARIAKHEELA R R,

Work Conditions/ T/Ef4:
Regular hours with extra times occasionally.

1 ARS8, R EAT IR

Date
H 1A

Reviewed By
HRZN

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

improve personal abilities, resulting in maximum guest satisfaction.

Z N C AT L B RATER ST, FRANRE I B A2 HR TR DR 2Rk F R 580 5 I
FITEr e IRTBELISR T IR S R R LIRSt AR B RATH R S R #EAA T B & i
RIHERE: BT IR PR K RITRIT D NERE . W R B b2 R R I N
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Employee Signature Date

LA

H 341
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