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Title: Laundry Supervisor
HRAL P 8
Department: Laundry
| VA 5
Hierarchy: Laundry Manager
TEAR R Vet s 22
Direct Subordinates: N/A
s T 4% ANidE H]
Indirect Subordinates: Washerman, Laundry Helper, Order Taker, Valet Runner
CIREN Ve . F L. B O, PeARELIE 7
Handpressman, Steam Pressman, Linen Sorter, Marker / Sorter
RART (PR BRI GERIARRZ) | ik
Pi AT ARid 2R R
Dry Cleaner, Folder, Laundry Order Taker
THeAR T P
Category: L5
) 5%
Scope/ER F Y. il :

Enhance the productivity of the laundry department

FemEA s B AR R

Ensure customer satisfaction and smooth operation of the department.

DRAE 25 09 7 — M e AR s B IE W I8 ¥

Assist the Laundry manager to monitors departmental control systems to ensure that costs are
controlled and the product quality standards are maintained.

P EBEAR s 2 BRI T 1SRG, M ORISR AR S 44 7= o g s b

To ensure that work climate is in compliance with the company policies and procedures and
maintaining and developing the skills and knowledge of the related staff.

B ORAZ A F] RBORARE 7 TAF,  4E97 IR R AR SRHR T AR 5 1 RE

Responsibilities and Obligations/3AER X 45

Handles the guest and house laundry as per the policies & procedures and service standards.

IR R T SRS itE,  AEFRLF 2 N S N BER TAE.

Ensures that standards and procedures and implemented are adhere to improve work performance.
B DRABE ST AR AE AR e A A AT R0 S it DA e AR R

Issues maintenance orders and follow up with the Engineering Department on preventive
maintenance and repair orders.

P AL BTG, R LA TR I 44 S 4EAE Hs AR

Organizes production schedules to meet the requirements of the various departments.

il A TR, LR AN R 5 K

Implement new methods and procedures and issues necessary orders to correct shortcomings.

SR BT (0 77 5 ARE 7 I 5t S 1) R 5 A A2
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Assist in inventories, orders and controls supplies.

T RUEAE, T E B BN

Ensures that the Laundry personnel are knowledgeable about the Hotel’s services and facilities.
WRERFIT AT WA b O T 1 s i Al 55 S it -

Ensures that scheduling of the employee review of vacation and public holiday balance of all his
staff and delivers a monthly consolidated summary to the Personnel Manager.

BRSP4 L ARSI AR, IR NS 2B HIE AR

Meets with the Laundry Manager to keep her/him informed on current situation.

B BAEME, HE IR,

Ensures that the responsibilities of the different sections of the Laundry Departments are
implemented accordingly.

AR BEA s B AN [R]85 17] 6 AR N B B A2 HR B¢

Monitors the Laundry department quality service and ensures conformity to the company
operating standards, procedures and local regulations in order to achieve customer satisfaction and
to preserve the hotel quality standards.

B BER PR S iE, TORIR S ISP E e S hndE, TR DUSCHHER, DI OR 200
LI YRR BRI B bR

Participate in training the staff in each section effectively trained as per the company policies and
procedures in order to meet and exceed the customer's expectation of services. Establishes
training programs in relation with the training manager.

Z IR ORGEA 55 &7 B0 T T BT A 53 AR R BORAE P e 32 iU, APRIUE IR 551 22 5
R NI . 58I B F L RE R ITT %

Recommend the training needs of the department, directs and supervises Laundry staff and takes
corrective action when performance is not satisfactory.

HERIIERIT R, 850, f5%, BEVERD AT, JRER TERIAR A SN T4
1k

Taking corrective action to prevent recurrence and convert the guest into a repeated customer.
A IEFE Tt G AR G DL RO A, IR B N AR g In] Sk %%

Maintains a close coordination with guest contact departments in order to reach the highest level
of operational performance.

5 EEEAE NI RIFHIPM AR R, DA BIRALST .

Conducts a monthly departmental meeting where the staff could express them selves and give
new ideas for the operation.

M A FERR I T R TRIEAEE, AEITEE T B A,

Attends communication meetings and follows up on matter discussed.
ShnEEs, FEie LR B AT ERE

Keeps open lines of communications with sister and competitive hotels in the area.

55 50 250 DA S 2 b 58 48 DR R VA

Ensures that all tasks of the different sections of the Laundry departments are implemented by the
staff as per the policies and procedures of the hotel.

BIRBEA 7 B8] 03 A e AR, 3T 05 BURTE -

Assist in controlling over costs in the Laundry departments such as overtime, linen damages,
detergents etc...

SHEVE PR A by s E P, WonPE, AR, PelRNAE

Participate in preparing of the annual budget, forecasts, replacements and investments planning
and capital projects.
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SRR, T, B s L s AR .

Ensures the Laundry areas are maintained in excellent condition and cleanliness.

B IR A 7 X IR OR ST R A IR S A v 55 2

Ensure regular purchase and flow of supplies and to keep a close supervision on Laundry
storeroom inventories.

B DR BRI R B IRy, 3 ) e B e A D R SR AR 0L

Ensures that the department is effectively staffed and motivated to consistently deliver high levels
of guest service.

B IRGEA s N A S FECE, AR A IR NI S Bt i it B S5

Applies the standards of appearance and hygiene on all staff.

P 51 AL 2508 ST I S ACR AR K A bR

Institutes safety measures and regularly inspects all areas.

AL AR, R TR X AT E I

Ensures all staff is thoroughly familiar with the Hotel’s emergency procedures and implements
emergency procedures when requested.

BRI A A LGB IE R SRR, R SR G OL T 57 N SRR FP

Knows and applies all corporate and local Operational Standards as well as local authorities
requests and ensure they are implemented.

ARSI R PR B S is B AR, BRI BURE K

Assists all subordinates in the accomplishment of their job description.

T R TEAT H AR 5T .

Follow up the standards of cleanliness for areas under his / her control.

PR AR Bl A DXk ) A T v i v

Supervises and arranges the taking of physical inventories at the frequency determined by
Management.

s EGUE R ZORMSR, WE I Lo m TR,

Security, Safety and Health/4f-f& . 224 F{g B

Maintains high confidentiality in regards to guest privacy.

KB NEAL, DRIFE L.

Reports any suspicious behaviour of guests and staff to the General Manager and Security.
AR NBA AT AT BEAT 9, S ) S e PR R 22 AR 1) ek

Notifies housekeeper regarding lost and found objects.
BPUTATIERA)S,  SI 5 R0 %5 55 6

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

XN S I i A5 AT ATV A B SE R G K

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

FAHE KK, B TUE L SR E B O «

Follows emergency procedures to provide for the security and safety of guests and employees.
BT R SRS, URIER AR R T %4

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

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

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

TR T RERI GRS BTG B, JF S 7 R BN B

Maintains the highest standards of personal hygiene, dress, uniform, appearance, body language
and conduct.
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o DRFFREEDANLAE, EHR, CEMEKR, BHRES KITH.

Competencies/fE /73R -

e Good command of English and 2 other languages

o GERIEULTFIINES .

e 1 -2 years experience working in hotels.
A 1-24F (I E TAEZ 5

e Good knowledge of Microsoft Excel, Word, Outlook.
AL FH Excel, Word, Outlook

Interrelations/ EAHEE & :

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.
HHEEAHITRAMRGEIERIERIZE, 5REUSLENAKHE . St XA/ U 8 2 A 3L
K, NWE QAR IX R R .

Work Conditions/ T/E3 1.
Regular hours with extra times occasionally.
IEH AR TE], SR It

Date
H A

Reviewed By
HRZA

Approved By
GE DN

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 L VRIEIATTCL ERATER DT, A A HR SRR i b 7k R0 I E FR
WOTEE . IR THER SR T IR 5 21 R s i TR 5T . B 35 B AR AT T R S R 45 AATT B £ i
RHPERE: R TIFER IR R RIHRTIA AT RE . P BB 2 B bR SR i K2 NIl =
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Employee Signature Date

—1 Vioral—d
AT

H 341
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