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Title: Office Coordinator
HRAE s Y/NERIS
Department: Housekeeping
H#h17] B R
Hierarchy: Reporting to Executive Housekeeper
T % ITHE R
Direct Subordinates: Room Attendant & Public Area Cleaners
HE T B MRS RN s R X v
Indirect Subordinates: N/A
FEHETH ANiEH
Category: L6
255 62K
Scope/BR Yo -

Follows up, all guest requests and needs, which are phoned through the Housekeeping Office.
PRAER B R L B s R 95 O B AR G EESR SR

Organize the Housekeeping store, file, and records of the lost and found articles.

EHE A, S LSRRI % .

Responsible for ordering, issuing and controlling. Housekeeping guest amenities and supplies.
PADTVIIE  RTBOR a2 55 2 FH #8 di Se ) B

Responsibilities and Obligations/34EH Y 4

Make weekly request for the Housekeeping supplies and guest room amenities.

B J F 2% o B S R AR

Follow up supplies from the general store and inform the House keeper of the not available items.
PRBEE BRI HENL, I SN 5 R1% B S A s Bt

Issues the Guest supplies and amenities to the floors according to the request made, but control
that there is no abuse in quantities ordered.

AR 2SR 7] B4 J2 AT P IR A S 4, DR TS T ] S TR 2%

Received all incoming items from the receiving store.

AL HRCR: [ AL B 6 2 Y B B 8

Answer guest calls and records all request in the logbook, follow up the request to the concerned
supervisor.

FEWr s AR AR TAE H S Lig i 25K, IFal B2 EOR A 5 18 N it .
Relieves the Linen room staff whenever necessary.

W BEIN FEAAT 3 51 LA A

Responsible for the issuing of special items such as iron and board, prayer mat, etc... log and
must ensure the items returned back.

PUDT RIS IRY) s BIANBE S AN BEARAR B fAE, BEAT DRI IR IZX L8 it 42 i UL
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Records on a daily basis all lost and found items in the lost and found logbook and hand over to
the next shift.

FERFE O LA BRI KRB o, ARSI B 248 T — DA .
Prepare and disperse Lost and Found items in the lost and found to the finders, if they are not
claimed.

K TE NN b R TREE TR I -

Attends Training sessions and advice Housekeeping staff of their training schedule.

ZIMEE I S VORI 8] el 45 8 5B A

Know the Fire, Safety and Security procedure of the Hotel.
ABWER KK A FORERE R .

Performs other duties as required from time to time by the Executive Housekeeper.
JEATATEUE FARIR B HABIR BT

Security, Safety and Health/ff-f& . 224 F{g 5

Maintains high confidentiality in regards to guest privacy.

KB NEA, CRIFE L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
WA NBA AT AT BEAT 9, S ) S e PR R 22 R T ek

Notifies housekeeper regarding lost and found objects.
BPUTATIE RS, S 5 k025 55 6

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

T A R P s 5 AT AT VB A B SE Y G

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

FAHE KK, B TUF DL SR E BB «

Follows emergency procedures to provide for the security and safety of guests and employees.
WY P RSB RO, DLRIER AN & R T2 4.

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

PASCR 224 i 7 sUEAE, bt o B 5 Rt N .

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

TR TT RERISE R BG AL,  JF S o R BN B

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

RFFRAEDN N AL, R, OFENER, BRES KT8,

Competencies/g& 7 E R :

Must worked on the same position at least 1 year
FEAH [RIER A, 220 TAE—4

Must have a good telephone skills

WA BB TR VA B R T

High School Certificate

e R AR

Background in Telephone skill and Guest Courtesy

A IR VA BB I A A AL .

Good knowledge of Microsoft Excel, Word, Outlook.
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25 /% F Excel, Word, Outlook

Interrelations/ EAHEE R :

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.
HREEAITRAMREIERIETIEE, SREDAREIAKE. Hit X BUFHMH AL
SRR FR, AR ENE R RV X R R .

Work Conditions/ TAEZf4:
Regular hours with extra times occasionally.

I AR A, AR PEAT I .

Date
H 1t

Reviewed By
HRZA

Approved By
EEIWN

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 7 EIFNTT L BB ER BT, I AR L 5 A7 BR 50 RAE Jhn 2K E IF 1G h )
FITE o SR T BER PR T IR 5 2 2 A R LER DT o B 35 Bh A T [R] S R #5412 o
KHPERE: R TIFER IR RIFRT A NI RE . P BB 2 B bR SR i K2 Nl S

Employee Signature Date
R H 3
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