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Vocational Training Council B % 3l 4k /5

Headquarters (Industry Partnership) 3% B & (17 £ & ) Appendix 4
30F, Billion Plaza Il, 10 Cheung Yue Street, Cheung Sha Wan, Kowloon, Hong Kong

EENERDERME10ME R FEE 2103042

www.vitc.edu.hk

Telephone No B Facsimile No {81

Our Reference 54 (5) in HO-1-2 (2018) (H) - pt. | Your Reference & ## 9

VTC

6™ September 2018
Dear Sir/Madam,

The 2018 Manpower Survey of the
Hotel Industry

The Hotel, Catering and Tourism Training Board (the Training Board) of the Vocational Training
Council (VTC), appointed by the Chief Executive of the Hong Kong Special Administrative Region (HKSAR),
is responsible for matters pertaining to manpower training in the industry. In order to collect the latest
manpower information for formulating recommendations on future manpower training, the Training Board will
conduct the captioned survey from October to November 2018. [ am writing to enlist your help by providing
the relevant information to the survey and your co-operation would be much appreciated.

[ enclose the following documents for your reference and completion:

(a) The Questionnaire;

(b) Explanatory Notes (Appendix A);

(¢) Job Descriptions for Principal Jobs (Appendix B); and
(d) Professional Qualifications (Appendix C).

The VTC has appointed MOV Data Collection Center Ltd. (MOV) to assist in conducting the above
survey. During the survey period, the enumerator of MOV will contact your establishment for the survey and
answer the questions you may have. If necessary, visit will be made to your establishment to assist in
completing and collecting the questionnaire. Alternatively, you may retumn the copy of the completed
questionnaire to MOV via fax (3900 1122) or email (vtc@mov.com.hk).

[ wish to assure you that the information provided will be handled in strict confidence and published
on aggregate basis without reference to individual establishments.

The Manpower Survey Report will be uploaded onto the VTC website after completion of the survey.
Should you have any queries, please do not hesitate to contact the following hotline during 9:30 a.m. to 6:00
p.m. from Monday to Friday :

< For matters regarding completion and return of questionnaire(s), please contact Ms. Polly CHAN
of MOV at 3900 1176.

< In case you want to approach VTC directly, please contact Mr. Edward CHAN of VTC
Manpower Survey (Statistical Team) at 3907 6716.

Yours faithfully,

N

(David UDELL)
Chairman

Hotel, Catering and Tourism
Training Board
Encl.

080000000 0 520
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Serial No.

CONFIDENTIAL NS & NG
WHEN ENTERED WITH DATA " ®

VOCATIONAL TRAINING COUNCIL

Tc B &K E

THE 2018 MANPOWER SURVEY OF THE HOTEL INDUSTRY
HIEFE2018FE N SIHE

The 2018 Manpower Survey of the Hotel Industry (HO) aims at collecting manpower information of the industry
concerned for formulating recommendations on future manpower training. Please kindly provide the information of your
establishment as at 15 October 2018 by answering the questionnaire. Thank you.

HIESE2018F A JTIHE S ERESEN A TVEN SN ER - WHZIE BoRARATTHIISRHIET A EEE - 855 =i
FEMRIE2018E 10 H 1 H A A VIEIUHES LRSS - & fF -

Establishment Information

%%ﬁﬂ (For official use)
Industry Code

NATURE OF BUSINESS:

EBMHE

TOTAL NO. OF PERSONS ENGAGED:
(FEEE-DN

Details of Contact Person*

ek NEokh

NAME OF PERSON TO CONTACT: POSITION:
Bt &8 N1k & gk iz

TEL. NO. : - FAX NO. :

w SHE

E-MAIL :

B

* The information provided will be used for the purpose of this and subsequent manpower surveys.

I EENTIT IR AR A BA TS EZ S -

2008 oo U 5401



Survey Reference Date : 1* October 2018
et HE : 2018 5E1051H

Part I — Manpower Information

F—Hm — AJER

Please complete columns ‘B’ to ¢J’  of the questionnaire according to the list of principal jobs by referring to Appendix B for job

description of individual job.

SRR T IZR o () F SRR

A2 BA RS RS Y LAERIIASH R RN S ‘B 2 7

Principal Jobs ¥ ZEFES
Please refer to Appendix A for column explanations. 52 AN S HHAYEREH ©
A) B) ©) (D) (E) (F) ((®) (H) @ )
Principal Job No. of No. of No. of Forecast Average Monthly At least ONE Preferred Education of No. of Average Hourly
F RS Full Time | Full Time | Full Time | Number of | Remuneration Package employee Full Time Employees | Part Time | Wage Range of
Employees | Trainees/ | Vacancies Full Time Jof Full Time Employees holds Employees Part Time
(See Appendix B) as at Survey |Apprentices”| as at Survey | Employees as| (Excl. trainees/ Professional 2BESEEN as at Survey| Employees as at
(2RBK3% B) Reference | as at Survey| Reference at October Apprentices ) Qualifications HETRRE Reference | Survey Reference
Date Reference Date 2019 ( Please V") Date Date
(Excl. Date (Excl. tre{ineezs 2BMER T H ~ |Code Education Level
trainces/ | tewikE | Apprentices™) S B4R g memE  (ESetEm|  EsstEm
apprentices”) {E4a I HIU)| Ay | (EEA B o) | BRYEEE (IFERR RS
i FOEN 2B THETE2019 L 1 Postgraduate Degree | @R A% | FHORGERIERE
ST M| grmys: 108 1928 Code (5 v) BgE AR
ESES - BV BEAE |5 2 First Degree Average
BEAY (884 | 1 $10,000 or below BB Hourly
(\mEE ELE BRAN ) E7YuN (See 3 Sub-degree ICode Wage Range
24 2 $10,001 - $15,000 | Appendix C) (e.g.Higher Diploma) o FHREET
[&40) 3 $15,001 - $20,000 | (ZEHEC) aﬂ%m* ) T
4 $20,001 - $25,000 (Bl sRsCR) 1 $34.5-$40
5 $25,001 - $30,000 4 Diploma/Certificate 2 $41-860
Please enter a zero ‘0” in the box if no employee | 6 $30,001 - $35,000 U 3 $61\ or above
Job)| /tra1nees/apprentlces/vacancy 7 $35.001 - $40.,000 5 Secondary 4 to 7 EAN
Codd IR S e /8 TN L 5 540,001 orabove e
o ‘O ESZD; L 6 Secondary 3 or below
Kb - | =T
Job Title A (3 employees,
e.g:] 1 Apprentice and 2 vacancies) 3 2 1 5 6 2 2 2
BT (B FH G {R E, 185 R 222 HR)
DMINISTRATION AND GENERAL MANAGEMENT DEPARTMENT {7E R EFHES
Managerial and Professional Level ¥ REIE A 54K
General Manager
101 | 4EELH
Resident Manager ;
Executive Assistant Manager ;
Director of Operations
102 | BEREEEEE ; FTIEEIAK
Administrative and Others X 8 FHAME T
Secretary ; Executive Assistant
401 | BB 5 TTBBNEL
Office Assistant
402 | PN E BB
HUMAN RESOURCES DEPARTMENT A 7 EER
Managerial and Professional Level #£EHH B2 A B4Rk
Director / Manager of Personnel and
Training ; Director / Manager of
Human Resources
PN=e i /\%&P‘n}”ﬁ‘ﬁr
1033 ; AJTERAEES 4
Personnel Manager ; Trammg Manager
104 | ATEERECHE ; BRI
Supervisory and Technician Level BEREFITELHK
Personnel Officer ; Human Resources
Officer ; Training Officer
NFEEEME ATEIREE
202 |/ B EAE
Administrative and Others X 8 FHAME T
Personnel Assistant ; Training Assistant
; Human Resources Assistant
N R/ BIE
403 A\ R BN L

# “Trainees/Apprentices refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.

TEEE ) TR IREEERYISIER - REFREERZSERAIRNEEL  AREEE AL ZISIEE -
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Job)
Codef
Tifir)
Eohii

105

106

107

108

203

204

205

206

208

301

404

109

1

0f

1

1

Please refer to Appendix A for column explanations.

FEEMFRAN SRR -

(A)
Principal Job
T

(See Appendix B)
(2% B)

(B) ©) (D) (E) F)
No. of No. of No. of Forecast Average Monthly
Full Time | Full Time | Full Time | Number of JRemuneration Package of]
Employees | Trainees/ | Vacancies Full Time | Full Time Employees
as at Survey [Apprentices” | as at Survey | Employees as (Excl. trainees/
Reference | as at Survey| Reference at October Apprentices )
Date Reference Date 2019
(Excl. Date (Excl. trainees 2BESHH
trainees/ 1455 H | Apprentices®) SEAGEAE
apprentices”) (£t E1| 01ty 4xI (BEEL /S RN
RS 2L THETE2019
S| guse 10 H #2288 Code
BB | e Ay mEA |w
BE A (HEE4| 1 $10,000 or below
(HHE S EBRE" BRAM) AT
ERAE 2 $10,001 - $15,000
Z340) 3 $15,001 - $20,000
4 $20,001 - $25,000
5 $25,001 - $30,000
Please enter a zero ‘0’ in the box if no employee 6 $30,001 - $35,000
/trainees/apprentices/vacancy. 7 $35,001 - $40,000
AR TBL B ER - FETEN H] 5 540001 or above
A0 Ea

G)

At least ONE
employee
holds
Professional
Qualifications
( Please V")

4
B
it
(V)

(See
Appendix C)
(2Bl #£C)

(H)
Preferred Education of
Full Time Employees

LHREEEAH
HERE

Code Education Level
R BEEE

1 Postgraduate Degree
TS act 1A
First Degree
BB
Sub-degree
(e.g.Higher Diploma)
RIS
(Flanmacsss)
Diploma/Certificate
R REE
Secondary 4 to 7
ERUE
Secondary 3 or below

=BT

2

(L)

No. of
Part Time
Employees
as at Survey
Reference

Date

fE4st H

HIFRIR
REAH

@)
Average Hourly
Wage Range of

Part Time
Employees as at
Survey Reference
Date

TESEST H
FRBES
SRR L

Average

Hourly
Code Wage Range
T CPHRERT

T
1 $34.5-840
2 $41- %60
3 $61 or above
2L E

|ACCOUN S DEPARTMENT &&1&7 |

Managerial and Professional Level &R EZE A B4k

Financial Controller ; Chief
Accountant ; Director of Finance

ARG ; et

Materials Manager ; Procurement
Manager

PR ; PRI

Director of Information System ;
Information Technology Manager

G NI Gl e SE

Food and Beverage Cost Controller ;
Cost Controller

BB ARG  BRAER 4

Supervisory and Technician Level

BB TR

Accounts Supervisors ;
General Cashier

el EE HEEE

Credit Manager
ik S g A e

Assistant Controller ;
Assistant Purchasing Manager
Bl 4TS ; PRI EIAK

Chief Store Supervisor/Store Supervis

HEBEE BBEE

Income Auditor
R

System Analyst ;
Information Technology Supervisor

ZHHT B 5 BERHE

Craft/Operative Level

BT/ BETH

Systems Support Operator ;
Information Technology Officer ;
Web Designer

ZHEINERE R EAR R
A H SRl

IAdministrative and Others

XEREMET

Accounting Clerk
FrEC &

Managerial and Professional Level

EHFEEANER

SALES AND MARKETING DEPARTMENT 23 5 iR EE

Director of Marketing ; Director of
Sales ; Director of Promotions
MR AR A
AR

Director / Manager of Public
Relations ; Director / Manager of
Corporate Communications

NSRRI RE SN SRR B AL
s FEEEHAEEE IR EERALE

Marketing Manager ; Sales Manager
; Business Development Manager

iR B AE ; SR A

1

2|

Convention Sales Manager ;
Event Sales Manager
EIEEAH (EEE S HE)

#

TEEL ) TEE ) IREERERYISER - REFREERZATERAIRNEEL  AREEE AL ZISIEE -

“Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.
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Please refer to Appendix A for column explanations. 55 $FAN S HETIEREH -

A) (B) © (D) (E) F) G) (H) o @)
Principal Job No. of No. of No. of Forecast Average Monthly Atleast ONE | Preferred Education of No. of Average Hourly
F IR Full Time | Full Time | Full Time | Number of | Remuneration Package employee Full Time Employees | Part Time | Wage Range of
Employees | Trainees/ | Vacancies | Full Time Jof Full Time Employees holds Employees Part Time
(See Appendix B) as at Survey |Apprentices”| as at Survey| Employees as (Excl. trainees/ Professional 2BER AN as at Survey| Employees as at
(=BK5% B) Reference | as at Survey| Reference at October Apprentices ) Qualifications HERRE Reference | Survey Reference
Date Reference Date 2019 ( Please ‘v) Date Date
(Excl. Date (Excl. trainees 2RBEE & H Code Education Level
rainees/ 1e4EtE | Apprentices”) PATHH Bo—%0R (e meme  |ESEHEE]  EgeE
apprentices’) {E4 G FIU | 218k (CEEE /B o) | BRI R | FMMER
. BT ] THETAE2019 B 1 Postgraduate Degree | BE A% | FHREHHIRERE
EHETH | g o E10H 121 Code (F ) WFeEER AL
AHA 25k EALEY A B EBEAE |4t 2 First Degree Average
BEAK (#3841 $10,000 or below g fy Hourly
(HEES B R4 ) Ea (See 3 Sub-degree ICode Wage Range
= 2 $10,001 - $15,000 | Appendix C) (e.g.Higher Diploma) 4wt SPIIREER
Froh) 3 $15,001 - $20,000 | (ZEH§#£C) EIEHL & &
4 $20,001 - $25,000 (BlrnmEcsE) 1 $34.5-%40
5 $25,001 - $30,000 4 Diploma/Certificate 2 $41-$60
Please enter a zero ‘0’ in the box if no employee | ¢  $30,001 - $35,000 SR REE 3 $§1\ or above
Job) /trainees/apprentices/vacancy. 7 $35,001 - $40,000 5 Seconc!ary 4t07 LAk
Codd AEHIRE HEE/BHE/ 726 HEITHY ] & 6401001 or above I
] A0 o @ZL‘/’U: 6 Secondary 3 or below
ETEl - =LA

|SALES AND MARKETING DEPARTMENT (Continued) S35 HEiEER (&) |

Supervisory and Technician Level B2 %1t 54K
Reservations Manager ;

Revenue Manager / Analyst

ST ERASHE | e EERALER B
201 T E(E

Sales Executive ; Marketing Officer ;
Group Sales Co-ordinator

BT TSR L

209) BIHS E2ERHAE AT

Public Relations Officer ;

Corporate Communications Officer
DIEBIGEEAE ; R EE
Art Director ; Designer ; Layout Artist
; Printshop Supervisor

SEAGHEE ; BTl ; SERET S 5 B
1l 5 EAE

Reservations Supervisor

e/ FEEE

Tour Group Co-ordinator

25| BT T RS AL

Craft/Operative Level #T. /#{ET4R

Draftsman ; Photographer ;
Printshop Staff

3020 &6 5 5 FRECAT ; ERI S A
Reservation Clerk ; Guest Services
Ambassador/Agent/Assistant
FIEEISCA

S\ IR B AE,REL B A&

|FRONT OFFICE DEPARTMENT Z 50 |

Managerial and Professional Level #&EHH &EIE A B4Rk
Director of Front Office/
Front Office Manager

| B AR A
Director of Rooms Division/
Rooms Division Manager

o AR P B A

Supervisory and Technician Level BE K%t E4%

Airport Manager/

Chief Airport Representative

o B IAEE BRI
Telephone Service Manager/
Telephone Supervisor
SRR AR B EE S AL
Front Office Cashier Supervisor

AREHGIEE

2

2

2

3

=3

1

1

2

2

2

# “Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.
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Job)
Code
T
4R

21

W

21

o

219

30

@

304

306

307

Please refer to Appendix A for column explanations.

FHZEITERAN SRR -

A)
Principal Job
B0

(See Appendix B)
(20f8% B)

(B) © (D)
No. of No. of No. of
Full Time | Full Time | Full Time
Employees | Trainees/ | Vacancies
as at Survey | Apprentices” | as at Survey
Reference | as at Survey| Reference
Date Reference Date
(Excl. Date
trainees/ E4EHH
apprentices” £t 1191 | 12k
H2 8 ZETRER
EEt M| g o
(2B | s ) gy
BR A
(EEE
24t
734

Please enter a zero ‘0’ in the box if no employee

/trainees/apprentices/vacancy.

WeREREEE BHE =R

€0 .

B

(E) (F)

Forecast Average Monthly
Number of | Remuneration Package
Full Time [of Full Time Employees

Employees as| (Excl. trainees/
at October Apprentices )
2019
(Excl. trainees 2BERS > EH
Apprentices”) ST EER
BT e
FHHE2019 (EBE B BRI
TE10 A Y25y Code
BENE |49k
('g4: 1 $10,000 or below
EAET BRAM) AT
2 $10,001 - $15,000
3 $15,001 - $20,000
4 $20,001 - $25,000
5 $25,001 - $30,000
6 $30,001 - $35,000
. 7 $35,001 - $40,000
AR ] 8 $40,001 or above
EAP N

G)

At least ONE
employee
holds
Professional
Qualifications
( Please ‘v)

Et el
BFAESE
it
(FH ")

(See
Appendix C)
(2R $%C)

(H)
Preferred Education of
Full Time Employees

2EREAN
HEEE

Code Education Level
R BEEE

1 Postgraduate Degree

WFE AR AL

First Degree

BB

3 Sub-degree

(e.g.Higher Diploma)

RIS
(FlnmEERcrE)

Diploma/Certificate

G

5 Secondary 4 to 7

Rl S

Secondary 3 or below

[Ty

2

()

No. of
Part Time
Employees
as at Survey
Reference

Date

fE4st H

HIFRIR
REAH

@)
Average Hourly
Wage Range of

Part Time
Employees as at
Survey Reference
Date

TESEST H
FRBES
SRR L

Average
Hourly
Code Wage Range
AR
T
1 $34.5-$40
2 $41-360
3 $61 or above
= E

|FRONT OFFICE DEPARTMENT (Continued) 2753 (4&) |

Supervisory and Technician Level (Continued) BERFMTESLK (&)

Assistant Front Office Manager ; Front|
Desk Manager ; Reception Manager/
Reception Assistant Manager ; Duty
Manager; Night Manager ; Guest
Service Manager ; Business Centre
Manager ; Executive Services
Manager ; Executive Floor Manager ;
Service Apartment Manager /Team
Leader

TSR AR RiTHE B
FERPRR A RISCRE ; (A
RPLACHL ; IR ECH

P O SEEE ; AT B AL
R EE L HYE

Concierge / Assistant Chief Concierge
; Bell Superintendent/Bell
Captain/Bell Supervisor/Baggage
Master ; Transportation Supervisor ;
Valet Services Supervisor
GEERIEES  TEEEE
TR ATFEEE
A A AR E(E

Reception Supervisor/Chief
Receptionist ; Chief Room Clerk ;
Front Office Supervisor ; Lobby
Services Supervisor

[ (R A E R S
EHESEE ; RERBELE

Craft/Operative Level

BRI RETR

Airport Representative

SRR

Bell Attendant ; Baggage Porter ; Doorf
Attendant ; Bellman ; Bell Person

TR IR EIR S THE

Front Office Clerk/Receptionist ;
Guest Service Officer/Guest Service
Agent; Front Desk Agent ; Guest
Relations Officer ; Welcome Host ;
Executive Floor Agent ; Business
Centre Officer

BTSSP B EERS AL
SEERBE  AIENE S
FFRIGEAL s BODAE ; (7B
MR#s & s L EAE

Services Centre Agent ;
Telephone Operator

JR L E S R

#

TEEE /TR IREEEZYISIER - REFREARZSTER AT RNV TEEA RIS S4B EE -

“Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.
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Job
Codef
Bk ]

ETE

Please refer to Appendix A for column explanations.

FHEEMERAN B -

A) (B) © (D) (E) (F)
Principal Job No. of No. of No. of Forecast Average Monthly
TR Full Time | Full Time | Full Time | Number of | Remuneration Package
Employees | Trainees/ | Vacancies Full Time [of Full Time Employees
(See Appendix B) as at Survey |Apprentices”| as at Survey | Employees as (Excl. trainees/
(2:RK8% B) Reference | as at Survey | Reference at October Apprentices )
Date Reference Date 2019
(Excl. Date (Excl. trainees, 2ER T H
trainees/ fE4rstH | Apprentices®) SEAEERT
apprentices”) fE&TET H 1 | HARy M (EBE BE BRI
T2 P TeEHE2019
fesriat B gpms: 10 B 192 Code
IR | s Ay BEAR |45t
BRAY (HEHE/| 1 $10,000 or below
(FEE/ ERE BRAN) EYaN
ERAE 2 $10,001 - $15,000
G240 3 $15,001 - $20,000
4 $20,001 - $25,000
5 $25,001 - $30,000
Please enter a zero ‘0’ in the box if no employee 6 $30,001 - $35,000
/trainees/apprentices/vacancy. 7 $35,001 - $40,000
RFIREL W B R BTN M 5 540001 or above
o E e
HOUSEKEEPING DEPART BB

Managerial and Professional Level £EHHREEE A 4K

G)

At least ONE
employee
holds
Professional
Qualifications
( Please ‘v)

Ect et/
BREH
(FH V")

(See
Appendix C)
(2EHf$£C)

(H)
Preferred Education of
Full Time Employees

LHREEEAH
HERE

Code Education Level
W BEEE

1 Postgraduate Degree
WHFE A2
2 First Degree
BB
3 Sub-degree
(e.g.Higher Diploma)
RIS
QlurEeesy)
Diploma/Certificate
U
5 Secondary 4 to 7
Py E g+
6 Secondary 3 or below

o =sgbL

@)

No. of
Part Time
Employees
as at Survey
Reference

Date

STt H

HFER
REAH

()
Average Hourly
Wage Range of

Part Time
Employees as at
Survey Reference
Date

STt H
FRER
SRR L

Average
Hourly
Code Wage Range
AN
TR
1 $34.5-840
2 $41- %60
3 $61 or above
£

1

[

Director of Housekeeping/
Executive Housekeeper/
Housekeeping Manager

Jr OB 4EE: AT ER
5 Ik

Supervisory and Technician

Level BERE &R

2!

[N
=)

Assistant Executive Housekeeper/
Head Housekeeper
BITTBUER /5 LIEEE

2!

]

1

Housekeeping Supervisor ; Floor
Supervisor ; Assistant Housekeeper/
Assistant Housekeeper (Public Area) ;
Public Area Supervisor/Public Area
Housekeeper ; General Area
Housekeeper ; General Service
Supervisor

BLEVEEE ; BhEE R AT
EAE/BIEME ARHITEEE &
A TTE S

222

Laundry Manager/ Laundry Supervisor
Laundry Officer

PRARER K H Y RARE A

ARHEL AT

Craft/Operative Level

BT/ BRETH

3

=3
=3

Cloakroom Attendant ; Lobby
Attendant ; Public Area Cleaners/
Upholsterer/ Houseman ;

Toilet Attendant

WIBRHIFFIEAE s RERES
NI T ERRE T AR A

309

Uniform and Linen Room Attendant/
Runner ; Tailor ; Seamstress
MEER R ; FIlR AR FREAE ;
A5 B ; ST

3

0

Laundry and Valet Attendant ; Laundry
and Valet Clerk ; Order-taker (laundry)
PRARFZARIERF B 5 PRAREZARE R
HEE OFRKRED

3

1

Sorter ; Washer ; Ironer ; Presser ;
Checker ; Dry Cleaner ; Marker
RYAAEEER S RRTA BT
&S ; HEL

3

2

Room Attendant ; Room Services
Butler ; Floor Attendant ;
Housekeeping Clerk ; Order-taker ;
Co-ordinator (Housekeeping)
FBURE & ; FRRBE
BLESCE 8 E (FHED
J5 L BRI 4S 2

#

TEEE ) TEE ) IREEEZIISER - REFREERZATEPAIRNEEL  AREERE AL ZISIERE -

“Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.
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Job)
Code
ki)
4R

116

223

313

314

315

316

317

224

318

117

225

226

326

Please refer to Appendix A for column explanations.

FSHHERAP AR -

A)
Principal Job
Es2ie

(See Appendix B)
(2B B)

(B) ©) (D) (E) (F)
No. of No. of No. of Forecast Average Monthly
Full Time | Full Time | Full Time | Number of | Remuneration Package
Employees | Trainees/ | Vacancies Full Time Jof Full Time Employees
as at Survey |Apprentices”| as at Survey | Employees as (Excl. trainees/
Reference | as at Survey| Reference at October Apprentices *)
Date Reference Date 2019
(Excl. Date (Excl. trainees 2BERFH
trainees/ 14zt H | Apprentices™) SEREER
apprentices’) fE&EETFIHA | HAg 25 (BB BAE BRI
. e 7 7R THET1E2019
ST B graa: o FE10H T2 Code
LI TN mEA |m
[ESUN (EH4%/| 1 $10,000 or below
(=8 EE AN E4VaN
EBGE 2 $10,001 - $15,000
(4] 3 $15,001 - $20,000
4 $20,001 - $25,000
5 $25,001 - $30,000
Please enter a zero ‘0’ in the box if no employee 6 $30,001 - $35,000
/trainees/apprentices/vacancy. 7 $35,001 - $40,000
WHREEEE B2 BTN A 8 $40,001 or above
07 EdYu

((®)

At least ONE
employee
holds
Professional
Qualifications
( Please V")

EU A
e
it
(V)

(See
Appendix C)
(ZHHf$%C)

(H)
Preferred Education of
Full Time Employees

2REREAN
BERE

Code Education Level
ek BEEE

1 Postgraduate Degree
WIgE LB
First Degree
BB
3 Sub-degree
(e.g.Higher Diploma)
FIIER AL

(BlanEa s
Diploma/Certificate
S REE
5 Secondary 4 to 7
U EHE
Secondary 3 or below

=T

2

6

@

No. of
Part Time
Employees
as at Survey,|
Reference

Date

FESEET H ]

ERES
BRA#

)
Average Hourly
Wage Range of

Part Time
Employees as at
Survey Reference
Date

1ESiET H
HRBER <
SRR

Average
Hourly
Code Wage Range
SR TIERERT
TR
1 $34.5-840
2 $41- %60
3 $61 or above
£

|SPA KPR |

Managerial and Professional Level $EHH R EE A\ B4R

Director of Health Club or Gym ;
Director of Spa
5 UL EEEE  AKRE L AEER

Supervisory and Technician Level 25 K # 1 S4%

Manager/ Supervisor/ Officer of
Health Club or Gym ; Manager/
Supervisor/ Officer/ Trainer of Spa
S L&KL AT

KRR L O AR ARSI

Craft/Operative Level #XT ~#{ET4K

Health Club or Gym Supporting Staff ;
Spa Attendant/ Supporting Staff

S LSRR A
KEEHLIRES & SRR

Masseuse/Body Therapist
TR B AR B A AT

Beautician/Facial Therapist

FAH Wl AR

Spa Concierge

KR E

Lifeguard

fER

|
|FLOWER / KIOSK / GIFT SHOPS 71LJE /f&5h/E |

Supervisory and Technician Level B KT 24K

Flower Shop Manager or Supervisor ;
Kiosk Shop Manager or Supervisor ;
Gift Shop Manager or Supervisor
TEIEEEE~EAE  f8hn S~

Craft/Operative Level

BT/ RIETR

Staft of Flower Shop ;
Staff of Kiosk Shop

TEIERE ; fahnE S

c_______________________________________________________________|
| ENGINEERING DEPARTMENT T2 |

Managerial and Professional Level £EHH R EE A B4R

Director of Engineering ;

Chief Engineer ; Technical Manager ;
Property Maintenance Manager
TREHEEE ; SRR ; R ACE
VIR AL

Supervisory and Technician Level & Kt B4k

Duty Engineer ; Building Maintenance
Supervisor ; Building Supervisor

(B TAZAN VB E LT
BT

Foreman ; Assistant Engineer ;
Audio-visual Technician ;
Engineering Technician

BB E TAZAN ; RSSO B
; CRZERiT 2

|Craft/Operative Level

BT/ BETER

Engineering Craftsman

TAREE T

#

THEEE TR IBEEERYISEES - RO TEARZ AP ARV TTEA: RIS S8 ZIIYEE -

“Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.
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Please refer to Appendix A for column explanations.

FHEEMERAN B -

A) (B) © (D) (E) (F) G) (H) @ )
Principal Job No. of No. of No. of Forecast Average Monthly At least ONE Preferred Education of No. of Average Hourly
FERRS Full Time | Full Time | Full Time Number of | Remuneration Package employee Full Time Employees Part Time | Wage Range of
Employees | Trainees/ | Vacancies Full Time Jof Full Time Employees holds Employees Part Time
(See Appendix B) as at Survey | Apprentices” | as at Survey | Employees as (Excl. trainees/ Professional 2BEBHAN as at Survey| Employees as at
(2:RkT8%: B) Reference | as at Survey| Reference at October Apprentices *) Qualifications HERLE Reference | Survey Reference
Date Reference Date 2019 ( Please V") Date Date
(Excl. Date (Excl. trainees 2BEE > 5H Code Education Level
trainees/ 4t | Apprentices) e B4R my e |EGEEE|  EgEEm
apprentices”) FEAET H | #ry S CEBA: B BRoh) | RFFAEXE IR FRER
N EPESY 2 TeEHE2019 ks 1 Postgraduate Degree BE A | amsgiEeE
TESRET | sy 10 H 112 Code (55 ) P
HIRME | s oy BEAE |4y 2 First Degree Average
BEA# (EHE/ | 1 $10,000 or below B2 ELfy Hourly.
(&4 B R4 ) EdVaN (See 3 Sub-degree Code Wage Range
ERE 2 $10,001 - $15,000 | Appendix C) (c.g.Higher Diploma) GRS PR
[Z240) 3 $15,001 - $20,000 | (BEINIERC) | EISH i
4 $20,001 - $25,000 (BIATE=ARECE) 1 $34.5-340
5 $25,001 - $30,000 4 Diploma/Certificate 2 $41-$60
Please enter a zero ‘0’ in the box if no employee 6  $30,001 - $35,000 &R 3 $61 orabove
Jobl /trainees/apprentices/vacancy. 7 $35.001 - $40.000 5 Secondary 4 to 7 PR
Codd EAIRE EEEBHE/ 26 BHEITEN B | o 510001 or above SR
ik fir} A0 e E‘,ZLJ\J: 6 Secondary 3 or below
A - =LA

118

227

319

119

120

121

122

123

228

229

230

231

232

Managerial and Professional Level $R¥H K A S4K

|SECURITY DEPARTMENT fR25E8 |

Director of Security/ Security Manager
/ Assistant Security Manager / Chief
Security Officer

IR BlaEs/ Irae Bl ags

PR BRI MR E(E

Supervisory and Technician Level B2 R4 E4K

Security Supervisor
Rz ELE

Craft/Operative Level T /$E{ET &

House Officer

Security Officer/Uniform Guard/
(G Ve

KHEEEABR

Managerial and Professional Level

FOOD AND BEVERAGE DEPARTMENT (EXCL. CHINESE RESTAURANT) B&rE (HEEhERIM)

Director of Catering/Director of Events
HE

Catering Sales Manager/
Event Manager
HEEE R

Executive Chef/Chef de Cuisine
1T

Executive Assistant Manager (Food
and Beverage) ; Director of Food and
Beverage / Food and Beverage
Manager

TTEEISC (R AR D) 5 BEREDAEE:
BEREDAE

Assistant Food and Beverage Manager
BRI EIAEE

BEEREMmMES

Supervisory and Technician Level

Catering Manager ;

Banquet Manager ;
Banquet/Convention Services
Manager

EE K ; w ek AL

Catering/Banquet Sales Executive ;
Catering/Banquet/Event Co-ordinator

EEMERTE TEEHEEE

Food and Beverage Cashier
Supervisor/Cashier

EXERE AT A A

Banquet Headwaiter ; Headwaiter ;
Maitre d’Hotel
EEEEDE SRR

Beverage Manager ; Bar Manager ;
Head Barman

JHNEACEE 5 FARE

# “Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.
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Job)
Cod¢]
Tikfir

ETE

233

234

235

236

237

238

239

240

24

35

352

320

32

322

323

324

325

Please refer to Appendix A for column explanations.

FHSEIERAA SRR -

A)
Principal Job
TR

(See Appendix B)
(2:Elf8% B)

(B)
No. of
Full Time
Employees
as at Survey
Reference
Date
(Excl.
trainees/
apprentices”

fE&ET H i
R
fBR A%
(\EEES
BAE

FRSN)

©
No. of
Full Time
Trainees/
Apprentices”
as at Survey
Reference
Date

1EHET H
HY 2R
HEES
EAE A8

(D)
No. of
Full Time
Vacancies
as at Survey
Reference
Date

TE4EtH
BHlRER::
ZEGRER

Please enter a zero ‘0’ in the box if no employee

/trainees/apprentices/vacancy.

WeREREEE BHE =R HETIRA

€0 o

(E) (F)

Forecast Average Monthly
Number of | Remuneration Package
Full Time [of Full Time Employees

Employees as| (Excl. trainees/
at October Apprentices *)
2019
(Excl. trainees 2BEE > 5H
Apprentices®) S ELE
pe ] B
FEHE2019 (B % BAE BRAM)
FE10H 2] Code
REANE |49
('g4:/ 1 $10,000 or below
EMET BRI £V
2 $10,001 - $15,000
3 $15,001 - $20,000
4 $20,001 - $25,000
5 $25,001 - $30,000
6 $30,001 - $35,000
7 $35,001 - $40,000
8 $40,001 or above
Ed N

G)

At least ONE
employee
holds
Professional
Qualifications
( Please V")

Bt e
[SESEER TS
(i
GGF )

(See
Appendix C)
(2Bl #£C)

(H)
Preferred Education of
Full Time Employees

LHREEEAH
HERE

Code Education Level

wHET  BEEE

1 Postgraduate Degree
WHFE AR
First Degree
=74

3 Sub-degree
(e.g.Higher Diploma)
RIS

QlurEeesy)

4 Diploma/Certificate
U

5 Secondary 4 to 7
Py E g+

6 Secondary 3 or below
=LA

@

No. of
Part Time
Employees
as at Survey
Reference

Date

TESEt H

HIFRIR
REAH

|FOOD AND BEVERAGE DEPARTMENT (EXCL. CHINESE RESTAURANT) (Continued) &&G% (H3ESBAN) (&) |

Supervisory and Technician Level (Continued) BEEHEMTE% (&)

)
Average Hourly
Wage Range of

Part Time
Employees as at
Survey Reference
Date

TESEST H
FRBES
SRR

Average
Hourly
Code Wage Range
AN S5
T
1 $34.5-8%40
2 $41- %60
3 $61 or above]
= E

Restaurant Manager ; Outlet Manager/
Outlet Head (coffee shop, lobby
lounge, etc.) ; Room Service Manager
] s T g
IR R (RS ~ K E R
~ B EECEEE )

Cake Shop Manager or Supervisor
i A e S e

Captain (Food and Beverage
Department)
FHE (ZEHEp)

Chief Steward/Stewarding Manager
EEEE R

Executive Sous Chef/Sous Chef
EITTEGEE

Gardemanger ; Chef de Partie (Cold
Production) ; Pastry Chef ; Chef de

Patissier ; Rotisseur ; Chef de Partie
(Grill) ; Saucier ; Chef de Partie

(Sauce)

R LERT JhE 5 BRKEBTAT 5
il

Specialist Cook

FrEE TR

Staff Canteen Manager/ Staff Canteen
Supervisor ; Staff Facilities Supervisor]
; Employee Restaurant Supervisor
(S sl = Y e =
BEREEE  MERETE

Wine Steward ; Sommelier ;
Wine Director

B (R ; AR

Craft/Operative Level

BT/ BRETH

Cook (Western)/Junior Cook
(Western)
JetET (PESE) REEE (FE3E)

Cake Shop Staft
B ERE S

Restaurant Receptionist/Hostess

BT R

Junior Waiter/Junior Waitress ; Bar
Attendant/Bar Porter ;Service
Attendant

WAL RS B RIS

Cleaner ; Dishwasher ; Kitchen Helper|
;Steward ; Pantry Helper ; Houseman ;
Yardman ; General Staff
(kitchen/restaurant)

VEBREL s PRmEREAE L BISAET
EE ¥R

Bartender ; Soda Fountain Server

N 5 % BT

Waiter/Waitress

e

# “Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.
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Please refer to Appendix A for column explanations. 3525 (] $%#A N L HAVEREH

(A) (B) ©) (D) (E) (F) ((®) (H) @ )
Principal Job No. of No. of No. of Forecast Average Monthly At least ONE Preferred Education of No. of Average Hourly
T TS Full Time | Full Time | Full Time | Number of | Remuneration Package | employee Full Time Employees | Part Time | Wage Range of
Employees | Trainees/ | Vacancies Full Time Jof Full Time Employees holds Employees Part Time
(See Appendix B) as at Survey |Apprentices”| as at Survey | Employees as (Excl. trainees/ Professional 2BESEEN as at Survey | Employees as at
(&B5% B) Reference | as at Survey| Reference at October Apprentices *) Qualifications HERE Reference | Survey Reference
Date Reference Date 2019 ( Please V") Date Date
(Excl. Date (Excl. trainees 2BMER T H Code Education Level
rainces/ | test - | Apprentices”) SR Y Ar T s G
apprentices”) f£45 1 H I | 4% ) (B4 B RN | BRPEEE EIHERE HBEE
. RS P2 TeEHE2019 ik 1 Postgraduate Degree | @B A% | FIREEsiERE
Gt A gy o F10 51928 Code (") WFEE B
R | e Ay BEAE |5 2 First Degree Average
BE A (84| 1 $10,000 or below £ {-Efiy Hourly
g S LT (See 3 Sub-degree Code Wage Range
Z4E 2 $10,001 - $15,000 | Appendix C) (e.g-Higher Diploma) ok PHERET
B4 3 $15,001 - $20,000 | (ZEHTH#C) BIEir R
4 $20,001 - $25,000 (BlrEHCR) 1 $34.5-$40
5 $25,001 - $30,000 4 Diploma/Certificate 2 $41-860
Please enter a zero ‘0’ in the box if no employee 6 $30,001 - $35,000 U 3 $§1 or abovel
Job) /trainees/apprentices/vacancy. 7 $35,001 - $40,000 5 Secondary 4 to 7 b
Code MEHRE, BB B/ 78 FEIEN B | 5 $10,001 or above GCEL =
TRk Az A0 o qu L 6 Secondary 3 or below
4Rty - ) =t AV

RESTAURANT  Hi3Z#g
Managerial and Professional Level #KHE B3 A B4k

Executive Chinese Chef/
Chief Chef

124 | LB TICAET, Wt (SR )

Chinese Restaurant Manager

125 | B BEECH (P3EES)

Supervisory and Technician Level B2 K17 B4k

Executive Chinese Sous Chef

242 | BERATEUSEN (H3EE)
Assistant Chinese Restaurant
Manager ; Chinese Food Services
Manager ;

Sales Manager (Chinese Restaurant
FPEETRIARE ; R ALEE
243 | B EHREE (PHEED)

Captain (Chinese Restaurant) ;
Headwaiter (Chinese Restaurant)
FEETERSHDE (h3EER) 5

244 | HHEE R (PEEED)

Pantry Captain
245 | HEHH &

Senior Cook

246 | A1

Service Cook ; Kitchen Supervisor ;
General Cook

247 [FT4 5 BB 1 5 EmBTAT

Barbecue Cook

248 | BELEETE

Chief Cook
249 |UESE

Chief Dim Sum Cook
250 | B0 4RE

No. 2 Cooks (barbecue, dim sum,
vegetable, butchery)
251 | —J5f (K ~ Bh ~ B3 - KER))

No. 3 Cooks (barbecue, dim sum,
vegetable, butchery)
252 | = OBk - Bhi ~ B3 - KiR

Chief Butcher
253 | Bt

Second Butcher
254 —Ahfi

Craft/Operative Level T /#¥{ET4K

Junior Cook (Chinese) ; No. 4
Cooks or below (barbecue, dim
sum, vegetable, butchery)
FEBHEN (h32) ; TEFELAT (
353 ks - Bh O - B  KiR)

Junior Waiter/Junior Waitress ; Bar
Attendant/Bar Porter; Service

Attendant
322 | gk EA:  TETEIRTS B RIS
Waiter/Waitress

325 | R

Dim Sum Cook ; Steamer ;
Trimmer ; Vegetable Cook
BB 5 BRSEBIAT 5 AUET
EREL SRR

# “Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.

THEE, TR, BIEERZIISIMESR - R ESEEREZ ST AR EE AL - AIRERE S LIS EIE -
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Please refer to Appendix A for column explanations.

FEEMERAN S -

(A) (B) © (D) (E) F) G) (H) (L) @)
Principal Job No. of No. of No. of Forecast Average Monthly At least ONE Preferred Education of No. of Average Hourly
F IR Full Time | Full Time | Full Time | Number of | Remuneration Package employee Full Time Employees | Part Time | Wage Range of
Employees | Trainees/ | Vacancies Full Time Jof Full Time Employees holds Employees Part Time
(See Appendix B) as at Survey | Apprentices” | as at Survey | Employees as (Excl. trainees/ Professional 2BEB AN as at Survey| Employees as at
(2:RM8% B) Reference | as at Survey| Reference at October Apprentices *) Qualifications HERE Reference | Survey Reference
Date Reference Date 2019 ( Please V") Date Date
(Excl. Date (Excl. trainees 2BEE > 5H Code Education Level
trainees/ . TE4ETH | Apprentices”) SERER EV—HE |Gy mEE TESEETH AESEET H
apprentices”) {4t HIUT | Hiifg2m% (BB b)) | BRIAEE HIFRIR FBER ~
. B | zepvE | TRTE2019 %fs |1 Postgraduate Degree | {REAB | SEHBEEIEE
ESTH) g 410 #928] Code (55 v g A
HIRME | e oy (=P g P=T 2 First Degree Average
BE A (84| 1 $10,000 or below =y Hourly
(EgE/ EBE R4 L (See |3 Sub-degree Code Wage Range
SAE 2 $10,001 - $15,000 | Appendix C) (e.g Higher Diploma) SR TR
224 3 $15,001 - $20,000 | (BEIHTEKC) | B 513
4 $20,001 - $25,000 (Flanmacss) 1 $34.5-$40
5 $25,001 - $30,000 4 Diploma/Certificate 2 $41-$60
Please enter a zero ‘0’ in the box if no employee 6 $30,001 - $35,000 SO& e 3 $61 orabove
Job) /trainees/apprentices/vacancy. 7 $35.001 - $40.000 5 Secondary 4 to 7 Ak
Codd AR TEE B/ 20 BEIHEN ] ¢ o001 o abone B
Tk fiz] A0 E‘,ZU\J: 6 Secondary 3 or below
Eob | " =LA

|Oother Related Hotel Industry Staff EAfHRLHEEZNE T

For Official Use

# “Trainees/Apprentices” refer to those employees undergoing training , and includes trainees receiving any form of training and apprentices under a contract of apprenticeship.

THEE, TR BIEERZIISIMESR - R EMEIEEREZSTEY AR EE AL - AIRERE S LIS EIE -
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Part 11
EEAy

Internal Promotion

NEEF

1.

Number of employees of internal promotion in the past 12 months:
BET{EHAN - NEETHIEE AR

(a)  From Supervisory/Technician Level to Managerial/Professional Level

HEES iR ETHREEE HEARR

(b)  From Craft/Operative Level to Supervisory/Technician Level
R B E TSI R EEE Rl B4k

New Recruitment

HEER

2.

Number of new recruits (including Employees, Trainees and Apprentices) of your establishment in the past 12 months.
BETEARN - EEEREROEE AR - (EfERES - 84 REE)

Managerial/ Supervisory/ Craft/
Professional Level Technician Level Operative Level
g HEABS |BEHE RN | L BRIETLR

Administrative
and Others
XERHEMET

(a) Total
HNE

(b) Number of new recruits without
hotel industry experience (Excl.
fresh graduates of Hospitality or
Tourism Programmes)

RIS T R 5 SRR B B
NE (e Jee 5 s e ik e S 1
EaE s A dD)

(¢) Number of new recruits who are
Fresh Graduates of Hospitality
or Tourism Programmes
T HE A JE Jee P I Rt A S b
ElERES = EWN

Management Trainee / Graduate
Trainee

Hamsey R ETBA R/ $#3E
HEENAE

(d) Number of new recruits of

Employees Leaving the Establishment
& B HERL

3.

Number of employees left in the past 12 months:

A EH PR R B
(a) Managerial/Professional Level
ey & YNt

(c) Craft/Operative Level
BT/ E T8

(b) Supervisory/Technician Level
BHE RKilTEH)

(d) Administrative and Others
X E R HAME T

Expected number of employees who will be retiring in coming 12 months:
THE AR A (E B PR IRAY (B S EL

(a) Managerial/Professional Level

s YN

(c) Craft/Operative Level
BT/ E T8

(b) Supervisory/Technician Level
BHE RKilTEH)

(d) Administrative and Others
XE R HAME T

2008 oo
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Major Difficulties Encountered in Recruitment

F AR R

5. Please indicate the difficulties encountered in recruitment of employees of your establishment in past 12 months.

et B ST (R H S SRS RN EE -

Managerial/ Supervisory/ Craft/ Administrative
Reasons Professional Technician Operative and Others
Ji s BEE I EEr XERHAM
HEAER File & AT

(a) No recruitment was taken place
A A O O O [
(b) Recruitment was taken place and the difficulties
encountered were:
(You may tick “v" one or more options.)
HiERS - FraEIRRER © (ABY"ESR—TH - )
(i) Lack of candidates with relevant experience
k= BAHRRAE SRR
(i) Unsatisfactory terms of employment
S PR R AR
(iii) Unsatisfactory working environment
TAREREE A AR
(iv) Limited career prospects
BIHEEAIR
(v) Insufficient trained/qualified manpower in the related
disciplines
k= EAHBRGNSR, &R N TTE TR
(vi) Competition for manpower from the
Mainland/Macao/other cities
JRE P RET AR 2 AT
(vii) Others (please specify)
HAth (FHERH)
(viii) Did not encounter difficulties

H B LR

O oo o oOgod
O oo O Oogod
O oo O Oogod
O o o0 O oO40god

Preferred Working Experience in Hotel Industry of Employees

BERERNEERTEER

6. Please indicate the preferred years of experience in Hotel Industry before occupying the post (Please tick "v'™).

FfE e SIS R E A I E R LIRS (" "E) -

Managerial/ Supervisory/ Craft/ Administrative
Professional Technician Operative and Others
K HENE BHE T E ES IV (SN B R HEAET
(a) No experience
i O O O O
(b) Less than 1 year
VLT N H H H
(c) 1 year - less than 3 years
VR 3EUT N - - -
(d) 3 years - less than 5 years
34755 S AL U - H H
(e) S years - less than 10 years
S A5 10 FLL N M M M
(f) 10 years or above
10 452 | O O O O

For Official Use
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Training of Employees
& BryHll4k

7. Please indicate the average man-day of training per employee which your establishment had offered in the past 12 months
(Please tick "v'™).
AiEHBEE T EAN - BEtRER SR BRI EE (G E) -

Managerial/ Supervisory/ Craft/ Administrative
Professional Technician Operative and Others

K HEANS BHE iGE KL REL XERHEMET
Nil
@ O O O
(b) Less than 5 days
SHEF

(c) 5 days - less than 10 days
5H&2 10 HF

(d) 10 days - less than 15 days
10 HZE 15 HMT

(e) 15 days or above
15 HELE

O O O O
O O O Od
O O 0O 0 0
O O O Od

For Official Use

8. Please indicate the most suitable mode of training for employees (Please tick "v'").

AR (R BRI = (GRS ") -

Type of Training
B3I

Managerial Skills Trade Skills Generic Skills Language
(L] TTEERGE HHRTS
(a) 1) Course - Award bearing ] ] ]
PR A SRR
2) Course -Non-award bearing
PR E FERE

(b) Seminar/Workshop/Congress
et & ETL

(c) On the job training
FERR B RERE N

(d) Others (please specify)
Hofth, (GEHEL)

O 0O O O
O 0O O O
O 0O O O
o A o

For Official Use

9. Please indicate the most suitable time of training for employees (Please tick "v'™).
e R & (e BRI E (50" " E) -

Managerial/ Supervisory/ Craft/ Administrative
Professional Technician Operative and Others
K HEAR  BEBE RKINA R AREL XERHMET
(a) Day Time ] ] ] ]
HfH
(b) Evening ] ] ] L]
|
(c) Day Time Between Shifts ] | ] |
&I
(d) Flexible (e.g. web-based) |:| D |:| D

SEPERFRE (0 - & 22 )

For Official Use
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10.

more than 1 course for each job level).

Please indicate the type of training provided to the employees in the past 12 months (by type of course) (You may wish to tick “v'”

i EENREEASE T (AANYEZ U TIVEEIEME (SMEEEE s ) (BBEE vV ESERRE) -

Trainin Managerial/ Supervisory/ Craft/ Administrative
iTé}Hg Professional Technician Operative and Others
o g HEANE | BEA RiE T #EL XERHEAME T

A. Managerial Skills BTG

(i) Business and Financial Strategic Planning,
Implementation and Evaluation
SRS R ARSI E] - HETT Retgad
(i) Human Resources Management
ANNERER
(iii) Sales and Marketing Strategic Planning,
Implementation and Evaluation
PHEE R TSRS AR ~ HETT SAREd
(iv) Supervisory Techniques, Leadership Skills
BB - FERTY
(v) Risk Management
LB B B
(vi) Entrepreneurship
R
(vii) Others (please specify)
Hofth, (il )
B. Trade Skills fT3£578E
(i) Sales and Marketing
P E K i
(i) Finance and Accounting
M Est
(iii) Culinary
s
(iv) Beverages (Alcoholic and Non-alcoholic)
Bkt O R IEEHE )

(v) Restaurant Service

[
[
[
[

Cyadg oo
Cyadg oo
Cyadg oo
Cyadg oo

B

(vi) Housekeeping Service
BB

(vii) Front Office Service
FH IR

(viii) Spa and Wellness
KPR e (L

(ix) Convention and Banquet / Event Management
TSR EY HEEH

(x) Hygiene and Safety
(e EED

(xi) Information Technology
HEIEHL

(xii) Others (please specify)
HAth (GE#RI)
C. Generic Skills 3§ %15

(i) Customer Service
BE RS
(ii) Communication
HiE
(iii) Problem Solving / Design Thinking
R et EE
(iv) Others (please specify)
Hofth, (FEHRiEL)
D. Language sE5

Ly Ogg (gooodgooddg oo
Ly Ogg (gooodgooddg oo
Ly Ogg (gooodgooddg oo
Ly Ogg (gooodgooddg oo

(i) Putonghua
i

(i) English
iE

(iii) Others (please specify)
HoAt (F53R99)

O O O
O O O
O O O
O O O

For Official Use
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11. Please accord priority in respect of different areas of training for employees to engage in the coming 12 months, from 1 to 5 with 1

being the first priority.
i B R SRR 8 R i) C SRR B N - BT HIES - B -

=]
Areas of trainin Manage;rial/ Superv@sgry/ Craft_/ Administrative
4%%”%@ ProfeSS{opal ~ ‘Teihmcla/rl . Operailve 2nd Otheri
g HEANS BHE HiiE B/ #RE T XERHMET
(i) Managerial Skills
BT
(i) Trade Skills
TTHERAE
(iii) Generic Skills
AR
(iv) Language
e
(v) Other Skills/ Knowledge
FAMRZEE / K058
Please specify 5551HH:
12. Is your establishment intending to employ an outside training provider for your staff in the areas of managerial, trade, generic or
language skill in the coming 12 months?
B S AR (B H RS NEREIHS R BS I VERIE T - 1738 B EGEESHEIIHIEEI 2
O] Yes & O] No A&

Hotel Facilities and Service

T S e R 75

13.  Does your Hotel operate the following facilities and services? (Please tick "v'").

B SEA TR % 2 (585" "EE)

Spa Health Club Is)eell'i]/?cles:

7J(L}§EF|,B\ {%E’qj/tﬁ El F'Eﬁﬂlif%
Yes
= 0 O O
No, but does intend to introduce this facility in the future
A B ARAS A O u O
No, and does not intend to introduce this facility
O > AETETIA N O O

End of Questionnaire. Thank You for Your Co-operation.

E5E » ZHaE -
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Appendix A

FrsE A
The 2018 Manpower Survey of the Hotel Industry
5 2018 A JTERE
Explanatory Notes
NS

Part |

B—EH

1. Principal Jobs — Column ‘A’

A AT

(@)  Please go through column ‘A’ and mark those principal jobs applicable to your establishment. For detailed
job descriptions for principal jobs, please refer to Appendix B.
AAE A R ERGEAY SRR EEE o ARSI IR > G526 [ B -

(b)  Please note that some of the job titles may not be the same as those used in your establishment. Please
classify an employee according to his/her major duty and supply the required information if the jobs have
similar or related functions.

SHERNE R T RE AR BRI - BRIBREENEERE M - 5B TREHEERA
FRBBHVR AT - AR EAE ES - Sh Rt ﬁ'““rir

(c) In the event where an employee’s duties in your establishment are split between two or more job titles, please

use the job title that best describes his/her principal responsibility.
W EEEA S TSRS IEME - 5575 AAE R M H SR AV -

(d) Please add in column ‘A’ titles of any principal jobs not mentioned in job descriptions (Appendix B); briefly

describe them in respect of the appropriate job categories.
W B S A REY EERBORES TR (Mgt B) » S—0HEA ‘A A - W REERTE
HRBRS S A1 B T

Number of Full Time Employees as at Survey Reference Date (Excl. Trainees/Apprentices) — Column ‘B’

fEgEaT Hfy =ik ie B N8 (HE L SEERRIN) ‘B

For each principal job, please fill in the total number of full time employees (excluding trainees/apprentices) as at
survey reference date.
“Full Time Employees” refer to those working full-time (i.e. at least 4 weeks a month, and not less than 18 hours in
each week) under the payroll of the establishment. These include proprietors and partners working full-time for the
establishment. These definitions also apply to ‘employee(s)’ appearing in other parts of the questionnaire.

R B AET D R R E RS 2R B4R (BELBEERIN) -

elESR | 5 BB TFE (EHR0HNHE - 58 K&BML/VJ\HT) HyZ#H AR > Hepafs
T AN 2R TIEIREREBA - FHERNFFLERN "BE , F5H - EFE -
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3. Number of Full Time Trainees/Apprentices as at Survey Reference Date — Column ‘C’

FESEET H I = E H 2R 'C 1

Please fill in the total number of full time employees undergoing training. This includes trainees receiving any form
of training and apprentices under a contract of apprenticeship.

A AT IEAE IR 23ISRV e S48 - R IEAREZ BRI EE L - DB SEE L2 E
fiE

4.  Number of Full Time Vacancies as at Survey Reference Date — Column ‘D’

FEGEET HIHAY 2 s Bha ‘D' 1

Please fill in the total number of existing full time vacancies (excluding trainees/apprentices) as at survey reference
date. “Existing Vacancies’ refer to those unfilled, immediately available job openings for which the establishment is
actively trying to recruit personnel as at survey reference date.

HIE FESRET HIG— B 2z thal (EE e BERIN) - TBUAZERER ) FEERET B
WA ReZE - FRILZBERRT R IEREASE RS A\ SR -

5.  Forecast Number of Full Time Employees as at October 2019 (Excl. trainees/Apprentices) — Column ‘E’

THETFE 2019 4 10 HEyeRie 8 A8 (FHE L EERIN) B

The forecast of number employed means the number of full time employees you will be employing as at October
2019. The number given could be more / less than that in column ‘B’ if an expansion / a contraction is expected.
HatRE ABdEs SR 2019 & 10 HEyEie B A% - AbEtSE B Eis mlgefesR ks - IRPTERY
BFEZY VY ‘B -

6. Average Monthly Remuneration Package of Full Time Employees (Excl. trainees/Apprentices) — Column ‘F’

=E 8 ZFH P (84 2RI F

Please enter the code of average monthly remuneration package during the past 12 months for each principal job of
full time employee(s). This should include basic salary, overtime pay, cost of living allowance, meal allowance,
housing allowance, travel allowance, commission and bonus. If you have more than one employee doing the same
job, please enter the average range.

AEF REASEEERSN EBEEBE 12 #HS A FEH R - SRS - @i LIER
b~ ARTEGRAL - RERURAL - BRERAL - RITERAL - e AL - 1 BAFEEZN—HEEEERE
s - AIEEECPEUA -

7. Hold Professional Qualifications — Column ‘G’

FrAEEER ‘G

Please indicate in Column ‘G’ if at least ONE employee holds professional qualifications (refer to Appendix C) for
each principal job.

SBIE G MR EE EERE 2/ VA 2 B RrA FRERRGE 2RI C)
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8.  Preferred Education of Full Time Employees — Column ‘H’

=RE B HANHEREE H

Please enter the code of preferred education level which an employer prefers his full time employees to have.

B H OBEEA  EREEEE RS 2BERERNHRERE -

Definition of Preferred Level of Education:
HERSEENES

€ “Postgraduate Degree” refers to higher degrees (e.g. master degrees) offered by local or non-local education
institutions, or equivalent.
TIRFRAE AL BIEAMEGE AR B E AR S F A (L) - NEEREEE -

&  “First Degree” refers to first degrees offered by local or non-local education institutions, or equivalent.
TR BASAM IR B SRR LAY R B SUEEREEE -

€ “Sub-degree” refers to Associate Degrees, Higher Diplomas, Professional Diplomas, Higher Certificates,
Endorsement Certificates, Associateship or equivalent programmes offered by local or non-local education
institutions.
TR, BAEAMEFEAM B SRR AAVEIE L - SHCCR - HECR - sEEE - WEE
& Br R SRR

¢ “Diploma/Certificate” refers to technical and vocational education programmes including
Diploma/Certificate courses, Diploma of Foundation Studies, Diploma of Vocational Education and
programmes at the craft level, or equivalent.
"SR EEE ) BRI RER IR SUR T AR SR - BB SR MR TR AR
2 HEFEHERE -

€ “Secondary 4 to 7” refers to Secondary 4-7, covering the education programmes in relation to the Hong Kong
Certificate of Education Examination (HKCEE), the Hong Kong Diploma of Secondary Education
(HKDSE) Examination, Diploma Yi Jin, or equivalent.
"huEg L) Bl ES T (BEEEETEEE - FEPEUEER - RECREMHEINE
Bkt SEFAEEE -

¢ “Secondary 3 or below” refers to Secondary 3 or below, or equivalent.

THR=EOUT ) BRSO  EEAEEE

9. Number of Part-time Employees as at Survey Reference Date — Column ‘I’

FE4REET H HIE SR e B A2 T

For each principal job, please fill the total number of part time employees as at survey reference date.

SHIEE B SET HEE RS R R R -

10. Average Hourly Wage Range of Part Time Employees as at Survey Reference Date — Column ‘J’

FEGTE Ik (R = 2 P P IR s [ R

Please enter the code of average hourly wage for each principal job of part-time employees as at survey reference
date.

AR T 2 ARGt AP HEr 4R et -
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Part 11
EE Ay

11. Question 1 — Internal Promotion
fid 1 WEE

An internal promotion is the promotion of an employee to a higher level job by virtue of his performance or abilities.
Please fill in the number of internal promotion from “Supervisory/Technician Level to Managerial/Professional
Level”, and from “Craft/Operative Level to Supervisory/Technician Level” in the past 12 months.

R HEEMANEHE T ETE (R B AN TIERE RSB PR se ISR 28 E WAL - 557 AT
BETT(EHH BEWREANEEEES Rt ERETT 2K HEAER  DURHER T AR E LA R
BEHE Rila By N -

12. Question 2 — New Recruitment

iR 2 HiiSE &

(@)  Please fill in the number of new recruits in the past 12 months.

AEAEBRETEA SR EEEE AR -

(b)  Please fill in the number of new recruits without hotel industry experience. “New Recruits without Hotel
Industry Experience” refer to new employees joining your establishment without previous hotel industry
experience (Excl. fresh graduates of Hospitality or Tourism Programmes).

A BRSNS SRR (B B AR - DTSRRI R ) EEIA K
RGNS R BN E R (JEE S SRR R R LRI

(c)  Please fill in the number of new recruits who are fresh graduates of hospitality or tourism programmes. “New
Recruits who are Fresh Graduates of Hospitality or Tourism Programmes” refer to the employees joining your
establishment who are fresh graduates of hospitality or tourism programmes.

SHHEALBRETTEA SRS e NS BRI PR R A BB A - TR
Y R e S o B A S B Bl SRR S AR ) FEIA S 2 B T B B S B B R AR R A -

(d)  Please fill in the number of new recruits of Management Trainee / Graduate Trainee in the past 12 months.
SAEAEBRE T TEH  ERERTERI R BT REEE AN AR -

13. Question 3, 4 — Employees Leaving the Establishment

i 3, 4 1 B e

Question 3 Please fill in the number of different levels of employees left employment in the past 12 months.

fiE 3 s @A T T(EANE BTSRRI S e BB -

Question 4 Please fill in the expected number of different levels of employees who will be retiring in
coming 12 months.

il 4 s ETHET AR A NE  SRERIREISSEE N -

14. Question 5 — Major Difficulties Encountered in Recruitment

IR 5 T E AR &

Please indicate the difficulties encountered in recruitment of employees of your establishment in the past 12 months.

AR HEEMEERE T AR (E SRR R RN EE -

15. Question 6 — Preferred Working Experience in Hotel Industry of Employees
fiiH 6 & B E AL TR S

Please indicate the preferred years of experience in Hotel Industry before occupying the post.

AT e SR AR AT A TEEBE RN LIFFE -
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16. Question 7-11 — Training of Employees

fERE 7 -11
Question 7

fefiE 7

Question 8
fiE 8

Question 9
il 9

Question 10
file 10
Question 11

i 11

Question 12

fijiH 12

& BHYFII%R

Please enter the average number of man-day of training per employee which your establishment
had offered in the past 12 months.

A EWENBE T A N EE e SEEAIRE T H -

Total No. of Man-Days Spent

Average number AR H B
S H Total number of the Employees concerned in that category

L=l RV GIERE =N

Please indicate the most suitable mode of training for employees.
s e G (R BRvdler Ji=0 -

Please indicate the most suitable time of training for employees.
Eepi=fanpaapiiof 4 = GBSl

Please indicate the type of training provided to the employees in the past 12 months (by type of
course).

HEEE HRMENER EREATTEAN ERERARIRRE (EREEEEy) -

Please accord priority in respect of different areas of training for employees to engage in the
coming 12 months, from 1 to 5 with 1 being the first priority.

aa BRI E B R T H B2 i Z S ER B e - B 1 £ 501
REEE -

Please indicate if your establishment would be intending to employ an outside training provider
for your staff in the relevant areas in the coming 12 months.

HEERE ARG SR A NSNS E R R e 2 5 AR -

16. Question 13 — Hotel Facilities and Services

fiji 13

T I s B R %

Please state whether your establishment has spa, health club facilities or day use services, if not, whether your
establishment intends to introduce the facilities in the future.

FEH EWMEAESRAAR - @B OSBRSS - ANZERES - SFEE  BEREE ORI RAKS AR

St
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Appendix B
b #%B

The 2018 Manpower Survey of the Hotel Industry

5 2018 A\ JTHHE

Job Description of Principal Jobs in the Hotel (HO) Industry

ENESE e (]

Some of the job titles may not be identical to those used in your establishment. But if the job nature is similar, please
treat them as the same and supply the required information in the questionnaire.

53 TS T A SR SRR TN R 52 ] » (L TR - R (RS - MAE A Zeruie
BTk -

Code

Job Title
7

Job Description
TAEEREA

ADMINISTRATION AND GENERAL MANAGEMENT DEPARTMENT
TR EEE

Managerial and Professional Level

LHERHEEARR

Executive Assistant Manager ;
Director of Operations

BEIEACH ; TTREIH

101 General Manager Assumes the total responsibility of managing a hospitality
e establishment, usually with other managers/executives as direct
o subordinates. Implements the company’s policies with a view to
achieving their objectives.
TEEE N CBE HEMKHE ATHAS) BT 2HAaTE
B —[EFR RIS AR - HEfT A EIBOR - DUEFIEE -
102 Resident Manager ; Takes charge of the daily operations and management of the hotel.

SRHIE NS EH -

Administrative and Others Level

XERHAME TR

401 Secretary ; Executive Assistant ®  Takes dictation and transcribes letters, reports and memos;
B FEEhE ®  Answers telephone, screens calls and takes messages;
®  Prepares replies to routine enquiries;
(incl. Executive Secretary : Personal ®  Maintains daily calendar and appointment schedules and
Assistant ; Admin. Assistant ; Admin. receives personal calls; S
Officer ®  Takes meeting minutes and maintains filing system;
PN L rovides administrative supports.
BT ¢ TR AL ARG P e T
BjFE ﬁE)’(%BIE) L] EUBF M AE RS - AR EE
®  PEIEERSE - BHIAKEE KECER RN
& EE e
® REHFHE - EIRFFREEE A KE
o (NG RN AR
® DR —UHTBEE -
402 Office Assistant ®  Performs stenographic and related secretarial duties;
S\ S ® Handles odd jobs and despatch errands for the general office.
®  STHEC R ARNHVILERS - BREE K
® AN IR RS S
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Code
Aot

Job Title
7

Job Description
TAEsRBH

HUMAN RESOURCES DEPARTMENT
ATTEIRER

Managerial and Professional Level

LHERHEEARR

103 Director / Manager of Personnel and | ®  Establishes general personnel policies and adheres to labour laws
Training ; Director / Manager of oversees staff recruitment, selection, training, development,
Human Resources retention and replacement;

PN Y el E i N Y g [ [ ] Handles staff grievances;
G - A HEENEE: S A SRR ®  Plans and implements effective personnel management and
B training procedures for all levels of staff;
®  Provides counselling for employee
® T M ABBECRKESTS AN - BEEISA  BiEEE T
Bl ~ W SRR
® G THYRET
® DRI B RE ST AN ANEE T S SRETE]
o Rk EfRftEE

104 Personnel Manager ; ®  Performs employment, training and development function,
Training Manager performance appraisal, salary administration, employee
N EETARIE + e[ A T relations, safety procedures, medical and other benefits;

® Plans and implements effective personnel management and
training procedures for all levels of staff;
(incl. Training and Development ®  Provided staff consultation;
Manager, Learning and Development | ®  Evaluates the effectiveness of training activities in personnel
Manager, People Manager) management.
U = Sl R et o EEIEE - BRI A - BT BT BTG %
ESTRI ~ B R At EA] 5
® DB N BRE ST ARIIAEEH R SRETE
o Rk SfeftEA -
Supervisory and Technician Level & RS54
202 Personnel Officer ; Human Resources | ®  Recruits, interviews and hires employees for the hotels;
Officer ; Training Officer ® Counsels, transfers and dismisses employees based on
NEHELE ; AFTERE ; supervisors' appraisal; .
e[ {1 ® Counsels and advises Department Heads regarding personnel
(miaia) s
problems;
(incl. Training and Development : Trains new or e>_<isting employee.s; .
Officer : Learning and Development Pe(forms periodic reviews c?n trainees' progress and recommends
Officer ; Compensation and Benefits actl_o ns_based on appralsgls_, —
Officer ; Employee Relations Officer : Mal_ntglns supplle_s of tr_ammg mate_rlals, .
Participates in discussions regarding the adoption of new or
BFE BRI AT B improved training methods and/or materials;
X BTHEMIEE S ETR% | @  Co-ordinates and controls internal and external training;
FAE) ®  Advises management on training and management development
trends.
®  RHIEEE - HRAEEES S
o iRIE(EE LARNVEHL S BAEITRIE - SIRECER
o G AFHERMIIEERMEERER
® SRS
o HPIIIREEET E IR - AR ARG SRR
o {LEFIIEAIR
®  LERFIRTHVEIISA B BT H 2 T A o
& EHIREENINIGK
o [WEHERIE AR RRERER
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Training Assistant ;

Code Job Title Job Description
A it TR
Administrative and Others Level &K E T4k
403 Personnel Assistant ; ®  Supporting staff to the operations of the Personnel, Training and

Human Resources Departments;

Human Resources Assistant ®  Provides clerical supports to these departments on day-to-day
NEERBIE ; 853 EEh basis.
AN JSTE R ® R B R A TR R U AR EYSE
® R NHITREEIT L EEES
(incl. Personnel Clerk ; Training Clerk
BFE - NBHCE S BIECCR)
ACCOUNTS DEPARTMENT
RS
Managerial and Professional Level &E¥H K E=E A 24K

105 Financial Controller ; ®  Controls budgets and expenditure, company financial policies
Chief Accountant ; and procedures, contracts and licences, senior executive
Director of Finance personnel records and fringe benefits;

B XS « 4l s T ®  Manages cash flow, loan and money changer;

®  Supervises the Credit Department, general accounting, cashier,
income audit, costing sections and hotel kiosk;

®  Co-ordinates with Purchasing Department.

& EIETENHY - AEMBEREER - G - &)
(EYEONZEOPNE S K=l

o EHHENE B ERLHR

o EEEHE - —MEEtER - DAY - WARREES - AR
TS/ NE B ERET
TG EA BRI i T AF -

106 Materials Manager ; ®  Manages and directs the sourcing and procurement activities of
Procurement Manager the hotel;

LT Secr o s ®  Liaises with clients and other departments in developing
procurement specifications;
®  Negotiates and takes quotations from selective purveyors;
®  Makes budget-approved requisitions;
®  Submits monthly operation reports to senior management.
o B REEEENYIRHEIR IR
® INBE P KHAMERT - STEPRIYISLARAE
®  Ii&REEE kB ARG R A(EE
o RIEALAENTHREE
o SHEEREHEIRS RS -

107 Director of Information System ; ®  Responsible for all the computer processing including functions
Information Technology Manager such as office automation, information resources and
HERAG R telecommunication. . .

®  Takes charge of long range planning and operations.

®  Analyses how electronic data processing (EDP) can be applied to
(incl. Management Information specific user problems, and designs EDP solutions.
System Manager ; Computer Systems | ®  EFFTAEREHEN TIE > WA A=HENE - EfEER
Manager ; Information Systems HwE s
Service Manager ; EDP Manager o EEHEEHIREIREFE
B SRS TS BisA | @ OWMNEERE T ERREDAMISER FRE - Rt
GaCH B AR AEH ; B WA R T BRI T % -
g RS )
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Code

Job Title
7

Job Description

TAERY

n

Managerial and Professional Level (Continued) #XHE R B A B4k (&)

108

Food and Beverage Cost Controller ;
Cost Controller

BB RATERISEES | BATZER £

Supervises cost control and inventory taking;

Reviews purchase requests for food and beverage;
Provides management with information regarding operational
costs;

Prepares forecasts and analysis on all cost reports;
Makes random inspections on all supplies to the hotel.
B E AR SO R ETAE

FEABE RSN |

AR (R R R B R At &R

4 BUTA A TR S AT

v — U BERE T SRR -

Supervis

BB R

ory and Technician Level

i

&

il

203

Accounts Supervisors ;
General Cashier

EEt AT

(incl. accounts payable/ receivable,
inventory, audit, credit, paymaster,
head cashier

Wi B TIREE - FEE
E ~ REE - EHELT)

Audits and processes the payments of all of the hotel’s
disbursements;

Prepares expense analysis and other reports on suppliers’
invoices and monthly statements;

Keeps proper record of all amounts due to the hotel on a timely
basis;

Computes all travel agents” commissions payable;

Controls and balances all advance deposits;

Responds to account disputes and queries;

Prepares the monthly accounts receivable report;

keeps all records relating to payroll;

Prepares and remits payroll reports;

Compiles all tax returns;

Issues guest checks daily to all F & B/Front Office Cashiers and
follow-up on missing checks, picks up cashiers’ daily reports at
the close of each shift; arranges cashiers for other special
functions;

Records all food and beverage sales at the time of meal and
remits charges timely to the front office for posting to the ledge
by the front office cashier;

Prepares cashier’s daily report.

S R B e — V]S H

4 BT H AT R A A BRI A ME RS S8 T ke H 45 BRAVER S
PRAFREWIREC S -

st E— DI TR T LA 2
FERAL - FETRTA TR B

BRI EEt LR R BER

4mEE F IEUUIRAR R

ORAFFTE BLE I A R RYECE:

& Bl SRR

BT AR
BHHERBEFIRE TR, FHEHHE > WIREER
SER

T e T BE B LH A RO H RS

R HAMR e Z PR -
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Code

&I

Job Title
7

Job Description
TAE:REA

Supervisory and Technician Level (Continued)

BREMmEH (&)

204

Credit Manager
{25 PR EDAKH /(5 BB A%

Follows up overdue accounts;

Controls the credit card system of the hotel;

Liaises with accounts receivable supervisor on account disputes;
Liaises with credit managers of other hotels on bad account and
skipper lists;

Conducts credit investigation and justifies extension of credit to
hotel guests, travel agents and their customers.

BRAEAE IR |

BB IS A(E S 2850

e LI&UFFE TS

?jti?m{g&ﬁfﬂ?% AL EL AP (5 BP A B
Lfﬂ*)ﬂ%é RBIS(ES ~ TRITHE AR (S SR
RHEH

205

Assistant Controller ;
Assistant Purchasing Manager

Rl H548 % ; PRI EDEICEH

Assists Controller on daily financial operations;

Assists the purchasing manager in the controls of purchase and
stock of commodities for sale or internal consumption according
to the demand of various departments in the hotel.

AN R B e B R A
AP IR > ARSI S ERP IR K - ERIS B EE H
BRI R

206

Chief Store Supervisor/
Store Supervisor

HWEBEE EBEE

Performs routine store-keeping;

Supervises storeporters;

Be responsible for record routines in storerooms;

Maintains a stock and places purchase requests for regular
replenishment.

WITHEBREHTIE

BEHEEES

BEBHEHEREE

FHFEEH R E AR - ENRFER -

207

Income Auditor

EE

(incl. Night Auditor
BAE C RERZEE)

Performs checking on hotel’s total income revenue and other
checking related to revenue;

Summarises checking on daily basis;

Produces daily revenue report.

PR AR R HA B s A RAAY IR E
FHRGEHER
Ul H e e -

208

System Analyst ;

Information Technology Supervisor

R A - BAPHEE

(incl. EDP Supervisor
BfE BT EREEE T

Defines problems;

Reviews methods and evaluates alternative solutions to business
problems;

Constructs information and logic flow-charts;

Prepares procedural block diagrams;

Designs input forms and reports specifications;

Makes comparative cost analyses when necessary, and
recommends required organisational improvements.
FEFEBS TR

e SHARRA T A R HR

ta BBk AR SR

Bty T RiE

A T ATAE SR

SR PLLER A TR & R PR e i
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Code Job Title Job Description
A it TAER
Craft/Operative Level T /BfET 4
301 Systems Support Operator ; ®  Operates and controls data processing equipment;

Information Technology Officer ; ®  Enters prepared data source into data entry machine;

Web Designer ®  Records data on card, magnetic tape and disk;

SR S B RNE TAT ® Dispatchgs computer print-outs to users; _

NN -

T ®  Helps design/update company web site and supports all on-line

HR services to customers, if available.

(incl. EDP Operator ® IR{E RIEHIE IR

HHE - BT EREERRES) ® $ﬂu)\éﬁm;tﬁﬂ
® HERISCERAENE R - WA KR L
o EERANENL BRI T ARIERT
& GEmINEHEAFNEHE R UNEEARER L& - DL

e B o1 T4 LR -
Administrative and Others Level X8 KkHAME T4k
404 Accounting Clerk ®  Performs a variety of routine calculating, posting, recording,
s filing and typing duties in Accounts Department;
h ®  Assists in cost control and inventory taking;

. ®  Makes random inspections on all supplies for the outlet;
Eﬁégﬁtpﬁgﬁ::{gr,egg;\t/izft’fgﬁyabIe’ ° ((j:hecks all _mgrchandise entering the hotel and their proper
purchasing, store and receiving, oc_umgntatlon, .
costing ®  Maintains per stocks in storeroom.

e = | ® BEgHEHEE  BIR - iRt wEMTEELE
Bign - s, el RERIR R
= . = YA 5 %_ N ‘u H PR = =
RIS B AT 8 R L4 i?i}iﬁﬁi?‘%ﬂ (AT R ~ IR R E08% TAE) KOF BT E
X B/ EERWE R RAET . ’
va) ©  [HEHHE S AT ;
® iR EFTA SN & i R IE RS
o REEENGFENE -
SALES AND MARKETING DEPARTMENT
B SRR
Managerial and Professional Level &% 5 B3 A B4Rk
109 Director of Marketing ; Director of ®  Compiles marketing plan;
Sales ; Director of Promotions ®  Establishes policy on rates, discounts;
T A R S 24 ®  Submits annual sales and marketing budget;
g e ®  Co-ordinates public relations activities relating to special
promotions;
®  Decides on targets for business solicitation;
®  Plans, organises, directs and controls the hotel’s sales promotion
and sales rates;
®  Develops local and overseas sales contacts regarding group and
convention activities.
® REIMIGIRESTE
® TEARREM - PrIfECR
& REXEFERENTGINEEE
® IFEBURHIEEHARNSIEAILEIGRIEE)
® TIUFHCEHHIEM
o SRE| - T|hh - EREREEIIENEEHEE LI S
® LENG NG HE R R A RSN EB I
20180 oo 0 800




Code
Aot

Job Title
7

Job Description
TAEEREA

Managerial and Professional Level (Continued)

KHpEFEANRS (&)

110

Director / Manager of Public
Relations ; Director / Manager of
Corporate Communications

ASERRREE: A TERA (REAE
NS L Bk (S SE Tk e

Responsible for publicity campaigns of special events and
promotion in the hotel;

Liaises with the press and entertainment media;

Writes and edits all materials for in-house promotions;

Prepares annual advertising budget.

SR B R B ST

BRI ST R JREE TG4

BER R AR FTA IS N SR E R
R GENESTHE -

111

Marketing Manager ; Sales Manager ;
Business Development Manager

AT SO |

Plans, organises, directs and controls the hotel’s marketing
functions;

Reviews market and sales analysis to determine local and
overseas market requirements;

Co-ordinates public relations to sales promotion;

Chairs the daily briefing of Sales and Marketing Department,
controls the Sales/Clients System.

Submits a monthly sales report; solicits for travel and
commercial group business;

Conducts sales campaign;

Co-ordinates with Front Office Manager
forecasting.

SR~ 4HAR - FEEAE DR ISR TSR EEED |

TRl T K& SE T > DAEE A RS MK
FENIE D,

ERFEENEHEEEGR  EHBE AR 480
TeE B FHURHE 5 PSR S R SR
et

BRI EA L P B A I 52

on short-term

112

Convention Sales Manager ; Event
Sales Manager

BRI (G L)

Plans, organises and promotes group business from the
Meetings, Incentives, Conventions and Exhibitions (MICE)
sector;

Conducts sales campaign and contacts all visiting trade and
business personnel;

Co-ordinates public relations and sales promotion;

Submits a monthly sales report;

Works closely with Banquet Service Manager on service
delivery.

RE ~ BRI G S R SR B E T
AT BT B RS P A BRI R AL
BN ILRR AN S FEHE T |

e A EERE

B GRS e R B R E & 1F -
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Code
Aot

Job Title
7

Job Description
TAEEREA

Supervis

ory and Technician Level

B R BT B4R

201

Reservations Manager ; Revenue
Manager / Analyst

5] ERACHE | e B EARE B
Iyt EAE

Contributes to the maximisation of revenue and ensures room
selling strategies and yield management principles are applied in
conjunction with the Marketing and Sales Team;

Develops and maintains long-term relationships with key hotel
accounts;

Examines booking efficiency;

Records and analyses departmental statistics and proactively
taking remedial measures to improve sales and services;
Oversees the reservations process to ensure the smooth operation
of the Revenue/Reservations Department.

4L 1 RHEAR P T4 S50 B B A BT 5
BUBSE R SIREIAC S © (RITIIEEEE P I R
SPRGTRG

SR ITEIP IS BRI 94 RS

B T3 T TR R T T B MR -

209

Sales Executive ; Marketing Officer ;
Group Sales Co-ordinator

R TSR L EHiE
BRI T

Develops new accounts and additional business by regularly
calling on potential clients;

Obtains marketing information;

Follows referrals from clients and competition;

Follows up on future booking and attends to complaints;
Completes weekly call reports.

PRI A RN L - DIRHGRE P SRS NET |
HEMEER

BRAE[FIZE R P 4R
WHEHET 55 e Pl f B E

A NSRS -

210

Public Relations Officer ;
Corporate Communications Officer

DNERIRE EE AR ELE

Helps implement publicity campaigns of special events and
promotions in the hotel

Co-ordinates with the press and entertainment media;

All PR related functions as instructed by PRM or the PR
management team.

ABH A SRR A TR AR B S AR AR A R T TR i B (T
BRI RS SRA

o B i 8 S B A B (R © DR — DI LA B LB (AT
HHBE A -

211

Aurt Director ; Designer ; Layout
Artist ; Printshop Supervisor

FHREL ; SEth  FEERGT A
NP5 E4E

Supervises printing room staff;

Familiar with the operation of duplicating machines for printing
office memos and in-house publications;

Manages and administers the planning of art and photographic
budgets on the hotel’s promotional publication;

Designs creative works to meet the marketing objectives of the
hotel.

EEEHRIERA

PREAEENRE - DIENRIR A = RN

B R RS T IE B TIIR Y SE R TREEETE
HEITRIEM G - DIZENEEAY T ShfE B AR
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Code
Aot

Job Title
7

Job Description
TAEsRBH

Supervis

ory and Technician Level (Continued)

BREmES (&)

218

Reservations Supervisor

s EHlEME

Supervises the Reservations team and assists to manage hotel
rooms selling strategies;

Tracks and records departmental statistics and taking remedial
measures to improve sales and services;

Supervises and handles all reservations and telephone inquiries;
Co-ordinates with other departments to ensure guest satisfaction
on arrival.

EEET 5 B AR E P 5 B TR

BRAE RSO ER DT TS > LB ACGE P B AR
B R R E T E] B R R A

EP IS & BRI LA R s

255

Tour / Group Co-ordinator
it TGRS AT

Assists to prepare proposals, contracts and handle all group
logistics;

Provides in-house co-ordination of group arrival/departure;
Works closely with Front Office to ensure overall group
satisfaction.

Obtains customer feedback and updates group movement.

BhEFERE - SEUNEBEIRITEARZHE |
AER A TR A SR L

R E R E IR DI R mE -

WSR2 185 B B T A @ e -

Craft/Operative Level

BT/ BETH

302

Draftsman ; Photographer ;
Printshop Staff

4Bl R EREET BRI E

Prepares artworks for in-house promotions and special events
according to directions of management;

Takes social pictures for hotel functions;
Provides limited photographic services for
management;

Produces hard and photographic screen stencils and prepares and
operates printing equipment and machinery;

Sets up and operates letterpress machines for the hotel’s
publications and promotional materials.

RIZEHRIR VISR - RGO E R R B B =l (E
Ao

FolE RS g iR A

Fol% S B H IS R R B A TRV RS
BURAA S R B RRARRR - (i KR (REN RIS A S
SIS ARAREN T4 > DAERLEIES TP R B i -

guests and

305

Reservation Clerk ; Guest Services
Ambassador/Agent/ Assistant

I EESCA ;
TR, B A B

Processes all reservation inquiries, bookings and customer
service requests;

Prepares reservation confirmation and arrival reports for
departments.

T S ~ 5155 MR RIS K
BEEH SR ENARHE -

2018 oo
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Code Job Title
Aot 7

Job Description
TAEsRBH

FRONT OFFICE DEPARTMENT
EHH

Managerial and Professional Level 453 K E = A 24K

113 Director of Front Office/
Front Office Manager

EHHLEE  F A

Monitors room occupancy forecasts on 3-day, weekly and
monthly basis;

Advises with management and sales staff on reservation status,
forecasts and tariffs;

Determines rate structure for daily pick-up;

Supervises room rates offered,;

Spot checks VIP guest rooms;

Ensures and supervises all departments, such as Housekeeping,
Accounts, Security, Engineering, and F & B work cohesively
together;

Coordinates with administrative director to maintain the
unrented rooms;

Liaises with Credit Managers and Security Department;
Welcomes and greets VIPs.

wEE=H - FBRE A EEHHERTEN

[ E R g R B SR B I R B RART B » ol R T
R ME B REFF AR RAE R LIE

s ERHIETER] FHEAIHE: |

BRI P EIRYETE

MEREES

T OR R B 22 A A R FTU0 55 LIER ~ Eratil ~ (R4l ~ TAZH
FBREEGIFSH

BUTBRE R - LR BRI

B B B e R 22 BRI

TeA) NG

114 Director of Rooms Division/
Rooms Division Manager

et e e

Supervises the Front Office, Concierge, Telephone,
Housekeeping, Laundry, Flower shop and Kiosk operations and
those other duties assigned by the management;

Co-ordinates with the Sales and Marketing Division regarding
reservation status;

Liaises with Housekeeping and Engineering Departments on
renovation programmes and room blockage for repair and
maintenance.

EEZHES - FEBED ~ EEEEED  FBIIED ~ PRAKHED ~ FEIE R
PV > A TR RS o BOAY SRS

HLET R IA L E 5 R T R R BRI

RS TAE MEPAR BB THEIRE R ER S OE R TIEHS
JETE

Supervisory and Technician Level B & 55t

212 Airport Manager/
Chief Airport Representative

S BERRESRE AR

Supervises the hotel’s airport representatives; liaises with other
hotels’ representatives at the airport; keeps close contact with the
Concierge Section regarding VIP and group arrivals;

Liaises with airline staff and the hotel reservation centre at the
airport.

B EN SRS AORVTAE - SRS A EE S CRH
& > PR N ER R R S S T R U
B ZE N E] RS T Pe L ees -

2018 oo
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Code
Aot

Job Title
7

Job Description
TAEsRBH

Supervisory and Technician Level (Continued)

BREmES (&)

213

Telephone Service Manager/
Telephone Supervisor

BEER A et B

Keeps an up-to-date information list on all in-house guests;
Operates the paging system;

Screen calls as requested by guests;

Supervises and compiles staff schedule according to hotel
occupancy;

Logs daily long distance call charges and checks for billings.
RF— TR LR LT ER

B EIPRAT

IRHRRA R KB P

PRI FH PR B 2 R AR PR 2 (BT %

SELEH RAREE N EKIRE -

214

Front Office Cashier Supervisor

REHHIEE

Audits and processes the payments of all of the hotel’s
disbursements;

Prepares front office expense analysis and other reports on
suppliers’ invoices and monthly statements;

Keeps proper record of all amounts due to the hotel on a timely
basis;

Computes all travel agents” commissions payable;

Controls and balances all advance deposits;

Responds to account disputes and queries;

Prepares the monthly accounts receivable report;

Issues guest checks daily to all front office cashiers and
follows-up on missing checks;

Picks up cashiers’ daily reports at the close of each shift;
Arranges cashiers for other special functions;

Posts ledgers for food and beverage sales.

i R B S — VS H

4 BT H AT R HAM A BRI B ME RS 34 5 ke H 45 BRAVER S
PRAFREWIIREC S &

st R VBN THATHE AR E: -
FERAL R AT A T e

BRI ErEt LR R e

4mEdis F TEUUIRAR R
BHHHEFTIRETEHEMHGME - WIREER TR
T o e A BB LAy RO H RS

R HAMR S Z PR R

BB A B O -
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Code

Job Title
7

Job Description
TAEsRBH

Supervis

ory and Technician Level (Continued)

BRESMmES (&)

215

Assistant Front Office Manager ;
Front Desk Manager ;

Reception Manager/ Reception
Assistant Manager ;

Duty Manager;

Night Manager ;

Guest Service Manager ;
Business Centre Manager ;
Executive Services Manager ;
Executive Floor Manager ;
Service Apartment Manager /Team
Leader

FHEE R ;
HHEERASH ;
PERRACHEBIAEH
HE& ;

RITECEE ;
BERSEH ;

PR A5 LA R
TTBUR B ;

AR = e A B HITE

Spot checks VIP guest rooms;

Approves rebates and reservations discounts ; Co-ordinates with
the Sales and Marketing Division regarding reservation status,
acceptance of personal cheque and travel vouchers;

Records all unusual incidents or complaints in duty logbook;
Greets and assists all VIPs during their stay;

Receives and screens guests for management;

Maintains close liaison with Security Department to investigate
incidents or thefts in hotel;

Supervises Guest Relations Officers;

Carries master key of hotel and pager while on duty;

Solves any problems and complaints from guests regarding room
reservations;

Checks arrival/departure list especially VIP bookings;
Informs the management on special hotel
arrival/departure and upgrades;

Creates more personalised contact with executive accounts and
entertains hotel guests occasionally;

Arranges for the General Manager to meet or contact special
guests upon arrival to hotel for functions and events;

Carries out inspection on the special attention rooms;
Responsible and manages the daily operation within the hotel’s
Business Center;

Up-dates master booking chart for space allocation and forecast;
Prepares monthly group reservations lists for sales office to
follow up;

Assists Front Office Manager in preparing room occupancy
forecasts;

Approves all reservation confirmation slips before sending out;
Prepares duty roster of all Reservations staff;

Supervises handling of guest history records;

Informs all departments of close-out dates.

Directs daily works of operative staff;

Approves daily work reports prepared by shift front office clerk;
Supervises all Customer Service staff to coordinate with the
Sales Department on reservations issues;

Follow-up guests’ payment slips sent out by Credit Managers.

EEERERREMAEESS |

LA ~ BRI - BH & R E A A RS T SR A
MHEME: P2 ARBRITSS

V) B RGOSR EE A

PERE R o BRI A A S R A R

AR R Ry BB B R

EACRZEE P OREF B UIIRAS - SRS 38 AR HY R RE s At
LG

EEEHRGEDL

T {ELDERRF RS Y B RE St e (AR

e BT o S8 B AR Y R RE AT

EHEE (FHlEaEHE) MERERSE

e EEIE AR EE R ESEERATHE - DUARH
fEmE AR AR |

BTN RREZE N BAFRA(  AANEARRES |
R e ey R BN i G R s OS E M E A (£
RERENE S

guests’
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Code
Aot

Job Title
7

Job Description
TAEsRBH

Supervisory and Technician Level (Continued)

BEEEM RS (&)

215
(cont”)

S e e L I P %5 L R A

ST B e R AMETHALZ 3%
TR H BRG] 54 B B P R
Trp Bh s Hs SR s PR T FEOHI

e HET R AEFTH B
RFrAETEE B LHEFER

B2 B T B R NGOk

AT IS E A R SRR UL S & I
TR IR TR TS

B NSRS B RY TEHRE
EEARBEE - sa]FIEn e e
PRAE(S FI R AL S Ay 2 P (RO A -

216

Concierge / Assistant Chief Concierge ;
Bell Superintendent/Bell Captain/Bell
Supervisor/Baggage Master ;
Transportation Supervisor ;

Valet Services Supervisor

fGE = BIGE A  fTREEE 17
PP ATEEEME

T EAE

HEMRBEE

Supervises all guest baggage handling;

Keeps control of all items in the baggage rooms;
Co-ordinates with Engineering Department for
functioning of all elevators when required,;

Compiles duty roster of bell attendants according to occupancy;
Co-ordinates with Security and Housekeeping Departments;
Arranges car services for guests.

Supervises guest services in the lobby area and by bell
attendants;

Assists guests with parcel packing/delivery requirement;
Co-ordinates with Front Office Cashiers for collection of unpaid
accounts from departing guests before their baggage leaves the
hotel;

Arranges newspaper/ guest letter/message distribution to guests
rooms;

Sets up signage boards according to daily event orders and group
orders.

BEFTAEE TR R HE TR
EHTFERENSHY

FEA RSN > BT RS e S TR IR R 0F
RIS dm B T R A E DR
BRLRZEH K B L1 e

FoFE PR -

EER S H R N R RS A S AT R AR AR
[ZUEE-S SR GRSyt
FEREETF R T RIS AT > 5B K E 4l & [ 2 Y
RAFWRSK -

TR ER G W E A EEE SR
tRIZE H 6 H RERS S B 2 &R -

proper
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Code
Aot

Job Title
7

Job Description
TAEsRBH

Supervisory and Technician Level (Continued)

BREmES (&)

219

Reception Supervisor/Chief
Receptionist ;

Chief Room Clerk ;

Front Office Supervisor ;
Lobby Services Supervisor

PR B SERERR R
FHELEE
R EAE

Compiles duty roster for receptionists;

Makes appropriate room assignments for arriving guests;
Provides daily departure information to reservations;

Maintains daily room availability control by checking
housekeeping reports and reports room discrepancy to duty
assistant manager;

Advises reservations and airport representatives on current space
availability;

Maintains updated local and hotel information for guests;
Handles guest enquiries.

LR Rim{ER

Ry EEZPEEEREH

EE] FH et I (EF R L &R

ted s s - DUEZRESIE 0 &2 B HE - ksl E
EATHIE S & E R

BT iF o Pl (e & ROET PR Bl RS (AR

R EE R RO EY A KIS &

FRENEES R

Craft/Operative Level

BT/ BETH

303

Airport Representative

SR

Meets all arriving guests and arranges their transfer to the hotel;
Liaises with bell captain and chief room clerk regarding baggage
handling and informs about flight arrival/departure changes;
Liaises with all airline staff at airport and hotel reservation
centre.

AR OGS EF A Ze R AT S

BT ARRIT R A R R IR BT R B R TR B
SR = = i

Bres R N S22 A EIHYI B SO ERT BBl -

304

Bell Attendant ; Baggage Porter ;
Door Attendant ;Bellman ;
Bell Person

T34 8% | T FR

Picks up and delivers guests' baggage in and out of the hotel;
Escorts guests from front desk to their rooms and introduces
room facilities;

Runs errands for executive office;

Delivers newspaper/guest letters;

Operates guest elevators for VIP arrival;

Ensures flags are flying in the right position;

Directs traffic and parking of vehicles at main entrance;
Provides door service to guests arriving and departing;
Orders taxis or hires car for guests upon request;
Summons bell attendants to assist arriving guests.
SERUR AR T HE A SR

e [ 3 2 E K B T s Pl o 40 s i &5 T e
RATEUE N B

B (ERE

R B EBRIETTHIR

HEORIEIL IR
FEHEARPT AT R B0 H

FETEIE RFT Ryt A= ARTS

JEAE R BER A A B AR

AT R A GBI SR -
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Code Job Title Job Description
A it TR
Craft/Operative Level (Continued) T /#fET4 (&)
306 Front Office Clerk /Receptionist; ®  Greets and checks in all Free Independent Travellers (FITs) and
Guest Service Officer/Guest Service commercial accounts and airline crews;
Agent; ®  Promotes hotel facilities to guests;
Front Desk Agent ; ®  Processes all arrival and departure records;
Guest Relations Officer ; ®  Handles all guest enquiries and request as appropriate;
Welcome Host ; ®  Prepares room daily arrival lists and daily special attention/VIP
Executive Floor Agent ; lists.
Business Centre Officer o B RBEMHELIER  MEESRAZEATHE
BB [ 98 ® [EEHE AR
BERGTEEERFE ® RIEHFTA R KBRS (R R HYRCER
AIE RS & HERHTAEREMNNEK
FRERIGESE ¢ GSEGHMENEELE  DRESHARIEENEE &
BCGHA(E ; HUE -
THERERE A |
R LA
307 Services Centre Agent ; ®  Processes local and overseas calls;
Telephone Operator ®  Provides wake-up service;
TR EE ®  Keeps close communication between departments after office
srpiEs. hours;
S Ziz ’
RRE PR ®  Provides directory service to guests;
®  Knows all hotel services and service hours;
®  Assists in dispersing management’s instructions on emergency
procedures.
® AT UBINEGEREE
® E{EIPIGEEPRIRSS
® AR B E IR R R A AL
o EFEAt AR
®  EFTAIEIEIRBLH MRS R H AR
o (RIEEIEEENRHEETE T -
HOUSEKEEPING DEPARTMENT
B
Managerial and Professional Level #&X# KB A B4k
115 Director of Housekeeping/ ®  Monitors the overall departmental-related matters;
Executive Housekeeper/ ®  Submits a yearly budget for the departmental expenses on house
Housekeeping Manager linen, uniform and cleaning equipment;
ECIMEE RIS ®  Monitors and supervises on all day-to-day housekeeping
[ 4% EE activities.
o EEL A MEEE
®  FLAEFINVARE - RIRFOE RS ARM URK2FEHE
o EEREHEFUE—VIMHBESE

2018 oo

U 8904




Code

Job Title
7

Job Description
TAEsRBH

Supervisory and Technician Level

et

220 Assistant Executive Housekeeper/ ®  Reports to Director of Housekeeping or Executive Housekeeper
Head Housekeeper on day-to-day operations; conducts inventory taking and tight
BRSSO control_of guest room anq ser\_/ice apartment items;

®  Co-ordinates with Engineering Department on guest room
maintenance;

®  Co-ordinates with Purchasing Department on market price
comparison and testing of new products;

®  Liaises with Front Office on daily arrival/departure pattern for
proper staff allocation;

® (7B KT R ANES ~ BUE - REHEN—UETR 0 B
Bl s e Fr Y B R

®  LEEORE T B TR

® i EAS LR RORE BT T B R A &

® g HBEIE ALEE L E N BEEBEES - DESEA
Fo

221 Housekeeping Supervisor ; ®  Chairs daily briefing with all morning and afternoon duty
Floor Supervisor ; supervisors and assign daily work schedules;

Assistant Housekeeper/ Assistant ®  Spot-checks occupied and vacant guest rooms after cleaning;
Housekeeper (Public Area) ; ®  Ensures all public and back of the house areas are regularly
Public Area Supervisor/Public Area sprayed by outside pest control contractor;
Housekeeper ; ®  Inspects all room blocked for VIP arrivals;
General Area Housekeeper ; ®  Maintains records and storage of all lost and found items.
General Service Supervisor o (GHEIFTA AT A AR H T
P IEVE R A o NEHTIFEREMEAERENEENFEM
BIRRER | ® I BT R SRR O s T E
DRI TT BB AT He g
ON IR TTEE F AL o KFTAEEHEFEM
DR EE o LIURFATAELRIGEYW -
222 Laundry Manager/ ®  Supervises all laundry and valet attendants;
Laundry Supervisor/ ®  Provides valet service to guests;
Laundry Officer ®  Distributes linen and uniforms to other departments as required
SR AR and mirjimises the costs incurre_d in cleaning;
O ey ®  Supervises washers, pressers, linen sorters and valet attendants.
e E AT ® EEURAK REAHN A
®  {ERIRHLEZIEMRTS |
® (RUAHUERATE Kl R oy 3 T HMELFT - DURIRAR AR
PN
®  EREER - BIRK - ARE BT
Craft/Operative Level 35T #{ET 4k

308 Cloakroom Attendant ; Lobby ®  Monitors cloakroom for hotel guests;

Attendant ; Public Area Cleaners/ ®  Cleans office areas, public areas and F & B outlets, guest toilets;
Upholsterer/ Houseman ; Toilet ®  Makes requisition for cleaning materials, linen, tissue rolls etc.
Attendant ®  RMEEEEFIER ;

WIEFRFEA: | REREL & UEEMAE - AFMT - HEREEIT R THE
N ITERME L AERRBE | e SEEUHEEMM - Ak - AR -
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Code Job Title Job Description
Aot 7 TAEEREA

Craft/Operative Level (Continued) £ T /¥fET4 (&)

309 Uniform and Linen Room Attendant/ | ®  Checks uniform supply, stores and controls replacement of
Runner ; Tailor ; Seamstress household supplies;

TENEHE | HIE R A A ®  Controls supply and distribution of all house linen;

FE T | SaRn Keeps up-to-date stock records;

®  Checks and repairs staff uniforms/house linen and provides
service to guests when required;
®  Repairs curtains and drapes.
o IpEHIIRHLIE - EERIFTE RIS NAT SR BLE K o
® IRl R AZ RIS N HIY) s
&  FMTFERCE
o inE NEMBAETRALENME  EAFTRER HEZFRK
R
® ([EHERE AR o
310 Laundry and Valet Attendant ; ®  Operates all linen finishing equipments and laundry machinery;
Laundry and Valet Clerk ; ®  Reports to Laundry Manager of any machinery malfunction;
Order-taker (laundry) ®  Handles the daily distribution requirements for all bed and
PR RS PRI R SA bathroom linen; _— .
=gl ===} Y .
BEE () Monitors that linen is loaded into bins for the Housekeeping

Department;
®  Maintains adequate supplies of food and beverage linen on
shelves for distribution;
®  Fills requisitions after proper authorisation and makes regular
inspections of the quality of laundering;
®  Sorts out laundry garments from the dry clean garments and
makes sure proper identification by use of tags and tickets;
Checks and bags the order to be distributed by runner.
Maintains records on all guest items;
Prepares laundry and valet bills and other routine office duties.

PRAERT A AR SR B i R o s

e B e 2 A DA

P B REL S8 T H oy 8 10
LR B AF A5 A EA

HERFR LA TS e VBB AR LA 75
AR T > ERE L RE R

55z ~ RIS FIAT PR R AR SR A WA
BRI LAMRIR R B 5% -
IREFFTEREEY)mECE: |

TR IARHZARMR R LR s B 2= HoAth TS

311 Sorter ; Washer ; Ironer ; Presser ; Presses clothes with iron and pressing machines;
Checker ; Dry Cleaner ; Marker Loads, cycles and unloads all washer extractors;

UMRERTE S e T BT Undertakes regular inspections of the wash cycle and keeps all

N equipment clean;
WER BT Sorts out all bathroom and bed linen and food and beverage

linen.

VB 3} % e BT PRSP KR

RV BB ~ B R AR,
K E B AR W PR FT A S HAE &

BRTAE R ~ IRERERERMESHE -
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Code Job Title Job Description

A it TR
Craft/Operative Level (Continued) £ T /¥fET4 (&)
312 Room Attendant ; ®  Cleans guest rooms and provides services to guests;
Room Services Butler ; ®  Replenishes supplies in guest rooms.
Floor Attendant ; ®  Maintains records on all items such as extra linen, hair dryers as
Housekeeping Clerk ; required by in-house guests;

Order-taker ; ®  Prepares laundry and valet bills and other routine office duties.
Co-ordinator (Housekeeping) o EHEE BRI
BORB A ; & lnEREY
IRl 2 ® (RIF(EFHUHAVEIMAE - WEEESEYILHRCH:
FROESC A o REFLMEHNFHERE  HIEES R A= HE
REA (FOED | B -
FOE RS B

SPA

TKEE L

Managerial and Professional Level &E¥H K E=E A S4K

116 Director of Health Club or Gym ; Takes charge of the overall management and business volume of the

Director of Spa health club/gym/spa, responsible for regional business development,
(L h D EES - KT 4 usually with Managers as subordinates.

FEEE MR CEE REHE) BE T > eEsEEE O - #5 T
OROKELHYVE LR AR RS - AE S EEANER -

Supervisory and Technician Level B2k F1if B 4K

223 Manager/ Supervisor/ Officer of ®  Takes charge of the operation of the health club/gym/spa and/or
Health Club or Gym ; to assist the health club/gym/spa director in managing or running
Manager/ Supervisor/ Officer/ Trainer the health club/gym/spa;
of Spa ®  Supervises supporting staff;

g L& AT, ®  Promotes service and packages to hotel guests/members/
KBRS/ F AT/ B customers,

®  Provides customer service and handles customer reservations,
enquiries and complaints;

®  Provides detail and clear safety instructions to users of facilities
and equipment;

® Posts all sales transactions into the computer system and
prepares daily/weekly/monthly reports;

BRERE T~ (&S L RoKEE LY B H IR R 5
B O R E E B B AR L

EEAR SR

EVEIS(ES G 8B R RS s a T E]
TEAtRAE RS S B TR ~ Eh AT

1 1 o] o C S e B = b (o8 FH e Bk m e el B B iy 22 2 (s
SFRI S

ERTHE B A B RS UREEH FE FH
e

Craft/Operative Level T /#E{ET4k

313 Health Club or Gym Supporting Staff; | ®  Provides supporting services to the operations of the health

Spa Attendant/ Supporting Staff club/gym/spa;
e =0 ®  Maintains facilities and equipment in good condition;
7K4§¢'E\Hl§?%§/\'§i%ﬁﬁﬂé§ ®  Ensures the cleanliness and tidiness of the changing rooms,

lockers, massage rooms.

®  iES L RUKER O HE R SRR
®  (REMRH LB KA
® HEREKE - FYIERIGEEAVER -
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Code
Aot

Job Title
7

Job Description
TAEEREA

Craft/Operative Level (Continued) T /¥fET4 (&)

314

Masseuse/Body Therapist
YRIEERT B AR E B R

Provides massage/body treatment service for guests, members
and customers;

carries out massage/body treatment;

Checks massage/body treatment and retail sales stock on a
regular basis;

Prepares clean towels for guests;

Checks towel stock on a regular basis;

Carries consultation to client to ensure treatment safety.

RE%E ~ & B REE R SR E R IR |
TR BRI ke S GRS

TEREILIE SR aRE EENFER
RENREFREN

EREEMNNVEE

R NROBURIRS - MEIRGRZ 2 T -

315

Beautician/Facial Therapist
SEASAT, R Eh s E G AT

Provides facial/beauty services for guests, members and
customers;

carries out facial treatment;

To be aware of treatment room maintenance;

Checks beauty treatment and retail stock on a regular basis;
Prepares clean towels for guests;

Checks towel stock on a regular basis;

Carries on consultation for guests to ensure treatment safety.

REHE ~ g8 REF R R SRR
feft I EL e Rk

HEEH A H E LS IR

TEIM A S A E A I &
VSEIN{ vy SEUR

EMEEETNEER

For NZBERERIIRS - MECRGRRZ 2T -

316

Spa Concierge

IKIFEGE ]

Monitors the spa appointment booking;

answers clients enquires regarding spa treatments, facilities and
carries on the retail of products;

Makes spa bookings for the future clients and escorts the clients
to the correct locations within the spa area;

Inputs client data information into the database.

BRI/ L HITREY

s NARKR AR R fiAviEr - BREMTE |
FRERTEET > 5 [RHE AFKER I O IERERRS |
EENER A ZRE -
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Code
Aot

Job Title
7

Job Description
TAEsRBH

Craft/Operative Level (Continued) T /¥fET4 (&)

317

Lifeguard
RAE

To be responsible for the operation of the swimming pool;

Pays attention to all swimmers and gives assistance to anyone
who has difficulties in water;

Performs first aid treatment to any unconscious swimmer until
the arrival of medical assistance team;

Maintains the cleanliness and tidiness of the pool and its
surrounding areas;

Monitors the swimming pool access;

Maintains the cleanliness and tidiness of the guest changing
rooms and lockers;

Monitors the water quality by checking its pH level, chlorine
level and temperature;

Handles clean and soiled towels;

Takes precautionary measures to prevent accident at the pool.
EFOH F B

W B FTA A B AR s /K K HR AL 7R B

POBGE N B EIG AT Bt oRGERE

OREF KM BB AT TR AR

BrggotnyH A B

BRI ERE R EHEYENER

BRZ /KBRS - ERBREFORE |
BRIE R KSR SR

BT TAPHE e o ST -

FLOWER/KIOSK/GIFT SHOPS
EIE / teb)E

Supervisory and Technician Level

BB M RK

224

Flower Shop Manager or Supervisor ;
Kiosk Shop Manager or Supervisor ;
Gift Shop Manager or Supervisor

fEIE4EHEFE
e E4EH 7 E4E

Takes charge of the operation of the Flower Shop and/or Kiosk and
Gift Shop.

SRR T RAG S — UAHRR A (R Rs -

Craft/Operative Level

KRIL/BIELL&

318

Staff of Kiosk Shop ; Staff of Flower
Shop

TEIEE ; 1EhmEE

Serves as supporting staff to the operations of Kiosk and Flower Shop.

St R STHREATENE KA b — VIS RAH R EAE -

2018 oo
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B TAREi &

Code Job Title Job Description
Ao et AR
ENGINEERING DEPARTMENT
THEER
Managerial and Professional Level 453 K E = A 24K

117 Director of Engineering ; ®  Compiles regular budget reports on repair and maintenance;

Chief Engineer ; Technical Manager ; | ®  Contacts outside contractors for hotel projects;
Property Maintenance Manager ®  Conducts thorough inspection of entire hotel premises;
TARUAES - 4A TR - ®  Supervises staff performance;
proyinn ®  Assists in renovations;
K VIR RE A . o
BT ; PR IREHIEE ®  Supervises and liaises with contractors.
o EHRELERE R IRER BOR R
® LS LARSEHBIMITRIRG RS
® HURGZFERTARSE
& BB THTAERI
o FENETEETRE
®  ERZURURG TAF GBI -
Supervisory and Technician Level BE T E4Kk

225 Duty Engineer ; ®  Supervises duty crew;

Building Maintenance Supervisor ; ®  Enters all data as specified in the engineers’ log book and all

Building Supervisor specific events relevant to engineering.

EETAZAN ; VR fRE F 4T, & EEEIAER:

EERTAT ® TR —UIER > KFTABETEARMIR RIS - 08T
TAEHEEN -

226 Foreman ; Assistant Engineer ; ® Inspects hotel’s air-conditioning, sound and lighting systems;
Audio-visual Technician ; ®  Contacts outside contractors for maintenance and repair works.
Engineering Technician ) o HEFENAE - SR IBIHEZL ;

L BT R | @ BhiRi RS TS NIRIRREES -

Craft/Operative Level

BT/ #ET8

326

Engineering Craftsman
TAZERR T

(e.g. air-conditioning mechanic,
boilerman, carpenter, electrician fitter,
general mechanic, mason/(plasterer)
painter, plumber)

BN Z2RERET RS ~ SR
fEE ~ RT -~ 8T ~ FTESERC T -
PR~ Je/K T~ 8RR~ BE )

Maintains and repairs all necessary mechanical and electrical
engineering works of a hotel including restaurant outlets, guestrooms,
and public areas.

HEERERIES (RIS EEE - B R ATHTT) AURE TR -
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Code

Job Title

&I

Lo

Job Description
TAEEREA

SECURI
PREZH

TY DEPARTMENT

Manage

rial and Professional Level

KHRERARHR

118

Director of Security/
Security Manager/
Assistant Security Manager/
Chief Security Officer

PRzl PR e/
PR BRI R Z 2T

Informs department heads concerned of any necessary
procedures on internal security matters;

Liaises with the police;

Arranges staff safety training, fire drill tests;
Security screening of new employees;

Investigates all incidents and thefts within the hotel.
g ST EE VAR R ARV
EETTHRES

ZHE BT ISR R Tk
FEENIEREET R

SR T T S A S A Y 8 S HA SR -

Supervis

ory and Technician Level & RF1ir S4%

227

Security Supervisor
REFE

Reports to the security manager and supervises the operative
security staff on all security related maters.

Assists in arranging staff safety training, fire drill tests;

Assists in investigating all incidents and thefts within the hotel.

B IRz RS ~ BRI 2L — V) R R
H

A 2R B T2 2Rl SRR KB
AR E AT N 35 A R R s LA B -

Craft/Operative Level #T. #fET4K

319

Security Officer/Uniform Guard/
House Officer

tRZ B R A

Patrols hotel premises;

Conducts full enquiry on incidents occurred;

Ensures all items found in the hotel premises are properly
recorded and kept;

Checks all exists and back staircases;

Carries out guard duty in the shopping arcade, hotel entrances
and passageway in the rear service area;

Provides protection to VIP guests.

AR E N HE

U AR BT R A

HECRFTA TR IE N S5 DU ERERC 8% R 2 R R AT
EEFTA H O AR

TERESN ~ TS AL R A& Py T LA

TR EE
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Code Job Title
Aot 7

Job Description
TAE:REA

FOOD AND BEVERAGE DEPARTMENT
BAKE

Managerial and Professional Level 453 K E = A 24K

119 Director of Catering / ®  Compiles catering and event marketing plan;
Director of Events ®  Establishes catering and event policy on price and discounts;
AT ) Submit§ annual catc_ering an(_j event byd_g_et; _ _
®  Co-ordinates public relations activities relating to special
promotions;
®  Decides on targets for business solicitation;
®  Plans, organises, directs and controls the hotel’s catering and
event sales promotion and sales rates;
®  Develops local and overseas food & beverage sales contacts
regarding group and convention activities.
o REEEHTISREE
& TEAREH - IrIAEER
& REXFHEEENTIGINEEE
® REBUR R E (ARSI AR AIEE |
® TN FHEEBHIEE
o SRE| - | EEREENEE G HEE LI OSSR
® HLER K EHCEG R EAM SOBINEBIHE -
120 Catering Sales Manager / ®  Plans, organises, directs and controls the hotel’s catering and
Event Manager event marketing functions;
SR e e Y g () Reviews market and sales gnalysis to determine local and
overseas catering market requirements;
®  Co-ordinates public relations for catering and event promotion;
®  Chairs the daily briefing of Catering and Event Department;
®  Controls the Sales System;
®  Submits a monthly catering;
®  Event sales report;
®  Conducts catering and event sales campaign.
& SRE| - MM - FRENEEINEE g EinREE)
® RETENEES TS B E T DUHEE At SOBSN G R
K
® [EAILRRIEE)
& EREEHEHAVERER
o IEHIBIEER AR
& REXHEGHEHEERE - FHUREE KRG R
%
o fEfTEEatEl
® i E A B R B s B A E
121 Executive Chef/Chef de Cuisine ®  Establishes standards of food quality and preparation;
= = ®  Develops new menus;
(Bl ) Co-ordi%ates with other departments on food selection and
storage;
®  Supervises performance and discipline of kitchen staff;
®  Carries out inspection and maintenance of the kitchen set-up;
®  Prepares cost lists and requisitions on market times.
® IIIEYISE REUERERE
° éﬁmuﬁ%ﬁéﬁ%
° ?iﬁ%%ﬂ%&ﬁ?@%ﬁiﬁiﬁm%ﬁF’EJT%%EE ;
® EHEBTRENE TR A HE
®  (RE R IRERT i ;
® REMG LEmAMAREEHRAREHFR
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Code

Job Title
7

Job Description
TAE:REA

Managerial and Professional Level (Continued)

KHpEFEANRS (&)

122

Executive Assistant Manager (Food
and Beverage) ; Director of Food and
Beverage / Food and Beverage
Manager

TR HE (B EGE) ;
éﬁA EIRAEL S o8- Ak

Plans, organises, directs and controls operation of food and
beverage facilities;

Analyses operation costs and liaises with purchasing manager;
Determines payroll and operating costs so as to establish food
and beverage prices;

Makes improvements in service procedures and guest relations;
Organises special food and beverage promotions and festivals;
Makes contacts with clients regarding functions;

Co-ordinates with Executive Chef in menu planning and staffing;
Studies market trends by visiting other establishments.

TR ~ GHAR B AR R A
TIMTE SRS S AR B A EE I S
SIELEREFERA - DUEREE BYIFIERGHHIER |
BE R MR R (4
SRS R~ B R E S
EX%%%%HE@EE%%@?

TTERBT Rl AR - dms T B T IE AT
ﬁ?ﬁﬁﬁﬁ&’%uﬁﬁnﬁﬁ%ﬁ‘ﬁ%ﬁ °

123

Assistant Food and Beverage Manager

BECH R H

Analyses operation costs and liaises with Purchasing Manager;
Determines payroll and operating costs so as to establish food
and beverage prices;

Makes improvements in service procedures and guest relations;
Makes contacts with clients regarding functions;

Co-ordinates with Executive Chef in menu planning and staffing;
Studies market trends by visiting other establishments;

Assists the Food and Beverage Manager to ensure high standards
of food and service of all the food and beverage outlets.
Organises special food and beverage promotions and festivals;

IIMTE SRS e B PR B AT R
AE TR FEA,  LAESEE B AT (K (B
BE IR REFr S B R (4
?ﬁ%{%§$ﬁ/ﬁ@§§%ﬁ% ;

TTERISTRT A - dms] B T EC AT
ﬁéﬁﬁf&ﬁk’%uaﬁmﬁib‘%@%ﬁ ;
Tngﬁﬂ% HRACH > HERF S IHAR B Hin KR ISR KEE |
S Bl BB SR R LM S Y

Supervis

ory and Technician Level

B R i B4R

228

Catering Manager ; Banquet
Manager ; Banquet/Convention
Services Manager

GHLALH | R AL

Supervises all catering and event functions and banquet
personnel;

Arranges necessary details in carrying out transactions for
functions and other special events and negotiates terms for sales
of hotel’s catering services;

Evaluates plan for banquet sales programmes;

Updates banquet function log book.
BEEgH—UNEES g a T

R HETTIEE) R HARF G H 2P QAR - DU RIS ER
Bk AR EFEMS

SE e B

ﬂ ]‘Eﬁ E ot ©
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&I

Code

Job Title
7

Job Description
TAE:REA

Supervisory and Technician Level (Continued)

BREmES (&)

229

Catering/ Banquet Sales Executive ;
Catering/ Banquet/ Event Co-ordinator

HEHEELE YIS EE

Generates food and beverage revenue for the Catering/Banquet/Event
department and food and beverage outlets through creative selling and
successful event co-ordinations from start to finish.

ERHRIEAHEHTE > RBEEH

e 2% BXC B H A B R L A - B

S8 S P IECRZ G RENEAELT -

230

Food and Beverage Cashier Supervisor
Cashier

ErEE L/ HEE

Audits and processes the payments of all food & beverage
disbursements;

Prepares expense analysis and other reports on suppliers’
invoices and monthly statements;

Keeps proper record of all food & beverage amounts due to the
hotel on a timely basis;

Controls and balances all advance deposits;

Responds to account disputes and queries;

Prepares the monthly accounts receivable report;

Issues guest checks daily to all food & beverage cashiers and
follow-up on missing checks, picks up cashiers’ daily reports at
the close of each shift; arranges cashiers for other special
functions;

Records all food and beverage sales at the time of meal and
remits charges timely to the front office for posting to the ledge
by the Front Office Cashier;

Prepares cashier’s daily report.

it R R B AR B B — VS H
Zﬁ*”ﬁ%@%ﬁ}?&ﬁﬁ&ﬁfmﬁ [58] (L e P o T K H G5 BR Y i
ﬁﬁ?ﬁA%\ﬁKF WiRECEk
PERL-PERTA TN E 4

R gt BRI E%&%%F’ﬁ

4 BT H YRR

B HHEHEFIRE ?ﬁAé\ﬁB.ﬂ%ﬂﬂ% » M ERAE
R A R L BV H i

Ry HARF SR Z PR A

BRI

231

Banquet Headwaiter ;
Headwaiter ; Maitre d’Hotel

GEREHL B R E

Supervises and co-ordinates the work of restaurant staff;
Arranges table reservations;

Greets and escorts guests;

Handles complaints on food and service;

May take guests’ order and pass to waiters;

Assists in preparing menu.

Follows instructions of event orders;

Makes necessary adjustments according to guest’s requirements;
Schedules banquet staff for different functions.

BHERGEEES THTIE
ZHEETIE 5
B0 5 [ GHRA S
BRI R B IR YRGS
PR RIE A
TonBh4me &R

TR P fe i T I
MRIZEA R 2R E L ED

R SRS AT -
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Code

Job Title
7

Job Description
TAEsRBH

Supervis

ory and Technician Level (Continued)

BRESMmES (&)

232

Beverage Manager ; Bar Manager ;
Head Barman

TENEARH | SRNARE

Ensures bar is equipped with supplies and that correct liquor
brands are served,;

Maintains prescribed profit margin;

Supervises maintenance of bar and service equipment;

Prepares work schedules and checks on staff performance.

HECRIP B ETE e K AIERR T &
PREFEEEHTEIEATE

B EEIE MRS s R AR
WUTFEF R ERR T TR -

233

Restaurant Manager ;

Outlet Manager / Outlet Head_(coffee
shop, lobby lounge, etc.) ; Room
Service Manager

B EELCT

H LRI AR P (ol
MEEE ~ RECHED - FEEEas
H)

Provides overall supervision of the restaurant and service;
Advises management on all guest comments and complaints;
Schedules staff duties according to forecasts and special events;
Maintains personalised service to guests, liaises with the
executive chef in menu preparation;

Supervises operation of room services;

Makes requisitions for room services supplies.

SR R EE S AR

LR I B R S B i B S S

TS TEN R R R EEN 4R PR A

U R A E AR TS - Bhdma T B R B T B BT Rl
%8

EER FEE Y LAF

FEE B B IR R b o

234

Cake Shop Manager or Supervisor
B G T A

Takes charge of the operation of the cake shop.

SRR THE — DR (R R SRS -

235

Captain
(Food and Beverage Department)

HIE (ZEHE)

Takes orders from guests and delivers orders to kitchen;
May carve meats and prepare flambe dishes at table;
Advises on the selection of wines and serves those.

BREBERHANE TS |
SR R Rl VI AU R B
R BRSPS [ PR P TR A R LIRS

236

Chief Steward/Stewarding Manager
EEEE EEEHE

Co-operates with Accounting Department during quarterly
stock-taking;

Ensures proper hygiene and sanitation in all areas;

Prepares staff work schedules;

Supervises requisition and storage of silver/china/glass/copper
ware;

Checks on all kitchen equipment and utensils for cleanliness.

FEEFEERFEETAE

HECRATA H 5 A5

EELE T T/E#

EUESRSS  E88 B BS B gResYAEHE R EET
WEFAR EREEEE -
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Code Job Title
Aot 7

Job Description
TAEEREA

Supervisory and Technician Level (Continued)

BRESMmES (&)

237 * | Executive Sous Chef / Sous Chef
BIfTEE BT

Develops new menus;

Co-ordinates with other departments on food selection and
storage;

Prepares cost lists and requisitions on market times;

Assists Executive Chef on standards of food quality and
preparation;

Supervises presentation and preparation of food items;
Supervises presentation and preparation of food items for daily
banquet functions;

Prepares weekly work schedule;

Controls food and storeroom requisitions and inter-kitchen
transfer.

da TR ERE

kB S BRI R (7 S E LA B P Tt

G BUAE B R PR EER

BN TS BT T AL &) E R BUAAEE
EEEYH R BT

Ay H S e B YRS R R ERE AR

GRS TIEIE PR

EEBY R HEMFEEAIREUEI - DUk B P HY IR T
fE-

* Remark: These posts may also be the designated certified hygiene managers/supervisors for their respective organisations.

Bt © EM TR AP I B e AR A B A B — T -
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Code Job Title
Aot 7

Job Description
TAEEREA

Supervisory and Technician Level (Continued)

BRESMmES (&)

238 * | Gardemanger ; Chef de Partie (Cold
Production) ; Pastry Chef ; Chef de
Patissier ; Rotisseur ; Chef de Partie
(Grill) ; Saucier ; Chef de Partie
(Sauce)

RIRARIET | FREER ;
BEIBETEN ; SR

®  Supervises preparation of all cold foods;

®  Responsible for table and food decorations;

®  Checks function sheets and menus daily for distribution of work
loads to helpers;

®  Ensures that all required food items for each outlets are ready in
time;

®  Keeps professional records of recipes and working methods.

®  Supervises the bakery cooks in the preparation of all doughs,
pastries, cakes, sweats petit fours, sugar decorations and butter
carvings;

®  Operates all machinery in pastry and bakery room;

®  Maintains quality standard set by Executive Chef.

®  Supervises the cookery of grilled and roasted meat, poultry and
games, deep-fried foods and fish, garnishing of the grills and
roasts.

®  Supervises presentation of all meats, poultry and seafood for
main courses and appetizers by means of cooking, braising and

panfrying;

®  Prepares sauces of all food items and sets up daily
‘mis-en-place’;

®  Checks condition of cold room and refrigerator daily.

o EEVLHEYINELE

o EECEEKERVIHIEE

¢ FHETLIERIEM  LIFHIECLE

® ERSENEEIIISE TR YIS E

®  DURFE T IREE Bl S R EEARYRCER

o EERREIENEREE  REREET R © REEN R IR

o ERFEESIFEHIMEES |

®  (CREPEEBH AT 1T BTRIFTE THURRAE |

o ELENMH - B - BURAVBRE LIE - JhNE R ~ SRV
FHLAE > DU EE R hntyEaR TAF

o EETIEUMHEELIE  BULRUTT R By £ 5 R B P

AN~ S
o REVIECT K& HLEFTHHEERYIMR
®  FHRENRFEKLHEELHFHIIENR -

239 Specialist Cook
RS LB

Plans, prepares and cooks special authentic cuisines other than Chinese
or Western (e.g. Mediterranean, Indian, Thai, Japanese, Korean, South
East Asian cuisines.....etc.)

A BTN CR o (40 BASE » BAFEE - H]
3 ~ R ~ RREEEECRB R 3 E) o

240 Staff Canteen Manager/

Staff Canteen Supervisor ;

Staff Facilities Supervisor ;
Employee Restaurant Supervisor
i BB AT I B AR FE
eI TE  MEEETE

Supervises the operations and activities of the staff Cafeteria/Canteen
and the maintenance of men’s and ladies’ locker room.

EEREEE EEFNSE - URBLETHYZENE
iz

* Remark: These posts may also be the designated certified hygiene managers/supervisors for their respective organisations.

BFaE: - BEROr AT R L BRI B A S B R R — ek -
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Code
Aot

Job Title
7

Job Description
TAEsRBH

Supervis

ory and Technician Level (Continued)

BRESMmES (&)

241

Wine Steward ; Sommelier ;
Wine Director

TEER  REIHD ; &AL

Assists in increasing beverage sales;

Takes care of the wine and liquor stocks in the restaurant;
Advises guests on wine selection;

Serves wine at the required temperatures.

HEGHERORY

e EEE N SRR

HISTE BOrAyalas - FERE SBaF R (R R
FROEBURE

Craft/Operative Level

BT/ BETH

351

Baker ; Pastry Cook
SEELATH | RREATH

Prepares and designs bread and loaf for the hotel,
Supervises work of apprentice cook;
Prepares cakes, pastry, confectionery and desserts.

oIS st E T
B EREREBTRTEZ (ERY LAF
et ~ KRR - BHES -

352

Cook (Western)/Junior Cook (Western
BiEN (PE3) / HERHD (P53%)

Checks daily and weekly menus;

Operates utensils and crockery used in kitchen;

Performs different types of cookery and meal preparation;
Checks stocks in his location in kitchen area;

May specialise in sauce, soup, roast, butchery, fish, cold cut and
vegetable;

Assists Cook and Senior Cook from food preparations to
completion of food orders.

W R

(ER BT A A fggigs A

(A EE AL S R e A

BEFE

WRERNEEFEAT - 558~ B - B - 88 HR
FCHRE

ABhET Bl K = R BTRTRE B R TR &b 22 LERAEFS

320

Cake Shop Staff
5 R

Performs duties as supporting staff to the operations of the cake shop.

SRR R SRS — VIR R AR A

321

Restaurant Receptionist/Hostess
BEHERE

Greets and guides guests to their seats;

Takes reservations.

Reports guests’ comments to Restaurant Manager;

Keeps trace on guests history.

Serves guests in assigned station under a Captain’s supervision;
Prepares table setting and removes dishes;

Knows all menu items;

Keeps good guests relations and extends personalised service.

FHUFAL S [ SHRE R HUE

HERETEEE A

e N R R A,

SCHEHE VAR ER

FEFITEE T - fEfRE R L E R
REECE B e damEs
AN

EARHE R RAFRA (R - AR EIRTS -
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Code Job Title Job Description
et et AR
Craft/Operative Level (Continued) T /#fET4k (&)
322 Junior Waiter/Junior Waitress ; ®  Collects food from kitchen;
Bar Attendant/Bar Porter ; ®  Cleans up table and changes linen;
Service Attendant ®  Good understanding of the common menu items.
VIR FFIEAL  HERBE  RBE | @  EBFEmEARY)
® ERVE S HEIREA
®  SUEEM ERTYIRA -
323 Cleaner ; Dishwasher ; Kitchen ®  Washes crockeries by hand and by machine, sweeps the floor and
Helper ; Steward/Pantry Helper ; wipes stainless counters in kitchen;
Houseman ; Yardman ; General Staff | ®  Disposes garbage;
(kitchen/restaurant) ®  Cleans stoves and tops of exhaust fans;
ST TR T ) Detlli\{[ers dishes from the kitchen to the food and beverage
BT EF | OEE MR _
®  JFEEERE P EIRE - R - SR B AN S SR
=
® EFRI
& ERIEM KHhFRRIA
® HARE SR -
324 Bartender ; Soda Fountain Server ®  Follows specified drink and cocktail by free pouring jigger
P ; AEUEEDE quantities, _ g
®  Checks on supplies of wines and spirits;
®  Prepares daily supply requisition for Bar Manager’s approval.
® R KRN ATIR S AE S ERYER
®  fpEFEHIMLIE
o FEFHYIMBORE » DIRFEEEA -
325 Waiter/Waitress ®  Works in an assigned station;
(A ®  Responsible for the table-setting and dishing-up jobs;
- ®  Knows the preparation of common menu items and chef’s daily
recommendation.
® IEfRERMINIIE
o aEBEYEANER:
® IR REANEETTE KSR H HEE R -
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HOTEL - CHINESE RESTAURANT

TEE — RIS

Code Job Title
i Hak e

Job Description
TAEREH

Managerial and Professional Level &E¥H K E = A S4K

124 * Executive Chinese Chef/
Chief Chef

A TR,
ZEBT (HR3EER)

Establishes standards of food quality and preparation for the
hotel’s Chinese Restaurant;

Develops new menus;

Co-ordinates with other departments on food selection and
storage;

Supervises performance and discipline of kitchen staff;

Carries out inspection and maintenance of the kitchen set-up;
Prepares cost lists and requisitions on market times.

& TILP)5 TS BEN ePan e R BRI
s TR B

B S R S B LA P T e
EEBT N B THIRI R ACHE

BZ R et P s
G5 E R AE H R R AR -

125 Chinese Restaurant Manager

BEEH (P2

Plans and prepares Chinese menus for the Chinese Restaurant
within a hotel;

Supervises both front-of-the-house and back-of-the-house staff
of the Chinese Restaurant;

Liaises with other departments on all Chinese Restaurant related
matters.

Co-ordinates and manages Chinese Restaurants related matters ,
ensures providing efficient and pleasant services to guests;
Provides suggestions on dishes selection to guests.

ol R S A UE R
BEEFTARIERRER T

gk SR AR 2 F B A AT

fined ~ EEUEE TR - fECRIE MR R A 1SS AR -
AR R RS B R -

Supervisory and Technician Level B2 E 45 B4k

242 * Executive Chinese Sous Chef ®  Assists Executive Chinese Chef or Chief Chef on all kitchen or
BIEATEETET (th3E) food related matters and ensures food quality standards;
®  Develops new menus;
®  Works with other departments on food selection and storage;
®  Supervises kitchen staff performance and discipline;
®  Monitors and maintains kitchen utensils.
® (GENTTHUSTATE T LIS A B E R BARRRE
® UmaIWrEML:
® BN S E A AP T
® ENERIENE THIRIERACHE |
® ELE MIRERFH -
243 Assistant Chinese Restaurant ®  Recommends menus and dishes to clients;
Manager ; Chinese Food Services | ®  Assists in coordinating the activities of the restaurant, sales
Manager ; Sales Manager (Chinese promotion, services and keeping good rapport with clients;
Restaurant) Liaises with suppliers on special food promotions.
AR EIAEEE ® U REN AR - SERSHER S S THIRTS - B OREE
HSE AR A EE AP
BT (D) ® iEinHEEEENBLLERGIE -

* Remark: These posts may also be the designated certified hygiene managers/supervisors for their respective organisations.

BEE © R AT IR A RSP I B AL AC B B A B — R -
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Code Job Title Job Description
o L LA
Supervisory and Technician Level (Continued) BEEFMELR (&)
244 Captain (Chinese Restaurant) ; ®  Assists the headwaiter in supervising and assigning
Headwaiter (Chinese Restaurant) waiters/waitresses to their work station;
FETEAERE () ®  Prepares and checks table set-up;
@@ﬁ[ﬂg‘ () ' ®  Liaises with clients;
Hhbe A T ®  Assists the restaurant manager in table planning, menu
recommendations and arrangement of duty rosters for staff.
® [EEEE R EE R IRGEAE B TAFRL
o CEMf ARSI
®  HRHEIA |
®  [EMEEACHIE T RS - ATERIC ~ SR DUk
WM B TEERELE -
245 Pantry Captain ®  Supervises pantry helpers and arranges their duty roster
(S E according to workload of the kitchen;
) ®  Liaises with cashiers regarding the billing of each dining party;
®  Supervises serving schedule of the ordered dishes.
o ELENE - REEE LIFRLIFEESR
® FLEENVGEIRE E BTGB
® Ik AR -
246 * Senior Cook ®  Handles preparation of sauces, sharks’ fin soup, fried crispy
A chicken and trimming of pan-fried dishes;
®  Responsible for steaming, broiling and frying.
o S FBMFEWIR - RS - YEHE R R RSB
® EFEE - BRI -
247 * Service Cook ; Kitchen Supervises the sequence and timing of serving; assigns duties to junior
Supervisor ; General Cook cooks.
FT165 5 B fe 148 A Al B BRI IR LAE T RE R -
248 * Barbecue Cook ®  Prepares assorted barbecue meat platter;
B L R ®  Assists butchers in the portioning of meat before serving;
®  Preserves and roasts barbecue dishes.
® SRS EEE AP
® FHRETRBIALI T EC A &
& aEME SR -
249 * Chief Cook Supervises the preparation of sauces, sharks’ fin soup and the
TR g seasoning of food and pan-fry duties.
EEFERT - fidSEGE - DU EYIRSRAIED A -
250 * Chief Dim Sum Cook Supervises the preparation of dim sum, pan fried glutinous rice,
WL LR sweetened soup and Chinese petit four.
EEEBELL  WRRRER ~ BUEREK R =/NES -
251 * No. 2 Cooks (barbecue, ®  Assists the Chief Cooks and Senior Cooks in carrying out
dim sum, vegetable, butchery) specific duties of the kitchen;
—BF (O BEL 5 K ®  Performs assignments in food preparation.
) ® i BhEEE K BT BN ERY AE
® HERENEIEE -
252 * No. 3 Cooks (barbecue, Works under the supervision of the Senior Cooks in food preparations
dim sum, vegetable, butchery) and specific duties of different sections of the kitchen.
ZRFCERE ~ BhL ~ BR3E  KiR)| FE EMEE T AT ey = - BB F & IR E TIE -

* Remark: These posts may also be the designated certified hygiene managers/supervisors for their respective organisations.
WOFEE © BLIAr P EIRHE R P I i A A B e B — I -
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Code Job Title Job Description
o L LA
Supervisory and Technician Level (Continued) BEEFMELR (&)
253 * Chief Butcher ®  Assists the Executive Chinese Chef in kitchen administration;
Ft ®  Prepares portion standards of meat, poultry and seafood for
various usages and cookery.
® [ Eh A TR BRI TR 1T LA
&  UEAFMBHIAER - SN EARLE -
254 * Second Butcher Handles the preparation of fresh seafood; prepares vegetables, poultry
—RE and ingredients for soup base.
BEEHEEE | BHRE - SENERHERSE -
Craft/Operative Level #T. #fET4K
353 Junior Cook (Chinese) ; Assists cooks in preparing the different varieties of dishes and carries
No. 4 Cooks or below (barbecue, | out general duties in the kitchen.
dim sum, vegetable, butchery) | iy ML R PRERIHS — AR T -
REREN (P35 5 PUBFELATT
(BEkE ~ BhL ~ B ~ 7KiR)
322 Junior Waiter/Junior Waitress ; ®  Collects food from kitchen, cleans up table and changes linen;
Bar Attendant/Bar Porter ; ® Knows all items on menu and good understanding of the
Service Attendant common menu items.
IR fPIEA: | TR A ® BT EImAEY) - TERE R R EIIEAT
et & ®  SUEEM LRSI -
325 Waiter/Waitress ®  Works in an assigned station;
(A ®  Responsible for the table-setting and dishing-up jobs;
- ®  Knows the preparation of common menu items and chef’s daily
recommendation.
® IEfEERMINIIE
® AEBECEANER:
® R RN TFRITE KA HHEE I -
354 * Dim Sum Cook ; Steamer ; ®  Prepares the stuffings and dough for dim sum and noodle
Trimmer ; Vegetable Cook products;
e BT © SR | BOYET ®  Prepares vegetable carving and garnishes;
HET  BEE ) rsjgft?(r)\:ss.es vegetable cook helpers in assembling the proper
®  Attends to the timing of frying dim sum and its presentation;
®  Attends to the timing of steaming dim sum;
®  Prepares the seasoning of dried seafood, abalone, sharks’ fins
and salt-baked dishes.
® CEMFELOIVESRE - A R R
® IR KRR
o EEWTFREBEESE
®  IEHIELLRTINERVER R B BEE
® ST REHIZARE IR
® CEFEIR - fEf - AU EESE A AR TE -

* Remark: These posts may also be the designated certified hygiene managers/supervisors for their respective organisations.
FRFEE LI 7T (B RHE AT P B AR AC T B 2 B — I
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Appendix C
fif% C
The 2018 Manpower Survey of the Hotel Industry
HIEFE 2018 AE A JTEEE

Professional Qualifications — Column ‘G’
HEEK - ‘G M

Please indicate in Column (G) if at least ONE employee holds the following professional qualifications for each
principal job.

FEGHMEHNBHEEIEBRBZVA YN eBEERRFR AU THEAR -

Professional Qualifications — Facilities ESEEI& - 531
Swimming Pool Regulations — (ZCHERG) Ko/ EE TS S NEdEs
Pool Lifeguard Award it
Certificate in First Aid " Z&figsE | 3142
Asian Academy for Sports & Fitness Professionals S5 EEf K, 4 i pE B S5 2 [
Advanced Personal Fitness Trainer Certification =4k A RS HEAE G E
Chartered Institute of Environment Health (CIEH) , UK  EEBREEHFA G EHE
>  Level 2 Award in Food Safety in Catering 25 “4RENE ¥ BYZ 2 BERE
>  Level 3 Award in Supervising Food Safety in Catering 2 =4REX B X BV L LB EEE
>  Level 3 Award in HACCP for Food Manufacturing 28 =4 & Bl B ENTiEE
> Level 4 Award in Managing Food Safety in Catering ~ ZSVU4kER B ¥ B L LS G E
® International Therapy Examination Council (ITEC)
»  ITEC - Diploma in Spa Treatments  ITEC /KEZEF %
ITEC - NVQ Diploma in Spa Therapy  ITEC /KIERRZEEIHE R
ITEC - Diploma for Beauty Specialists  ITEC ZEFZEH &
ITEC - Diploma in Facial Electrical Treatments  ITEC & EEREER K
ITEC - Diploma in Holistic Massage ~ ITEC BX 47 EES R
ITEC - Diploma in Aromatherapy  ITEC & AR BERIZ

YV V V V V

Professional Qualifications - Food & Beverage EZEERK - BEX
®  Basic Food Hygiene Certificate for Hygiene Supervisors and / or Basic Food Hygiene Certificate for
Hygiene Managers /R E B B55E K [ SRS EH
®  The Wine and Spirit Education Trust (WSET ) Level 1 -4 L& RIUEESE@EE
»  WEST Level 1 Award in Wines ~ WEST /&5 —4RER:8
»  WEST Level 2 Award in Wines and Spirits ~ WEST &4 &I SE —4helss
>  WEST Level 3 Award in Wines ~ WEST &4 B = 4aR:8
»  WEST Level 4 Diploma in Wines and Spirits ~ WEST &% M Z AN 55E
®  The Court of Masters Sommeliers (CMS) Level 1 -4  ZEERH FLEEEET AT &
»  Introductory Sommelier Certificate — @Jak{FHETEE
>  Certified Sommelier Examination  FF/BETZEEEHE
>  Advanced Sommelier Certificate Sk HETEE
>  Master Sommelier Diploma R FEfiAETE A5 E
® International Sommelier Guild (1SG) Level 1 -3 ZEEEEEERT
»  Wine Fundamentals 1 1SG {5 BEET#I4KEEEE
»  Wine Fundamentals 2 ISG {FFHETH a5
»  Sommelier Diploma Program I1SG {35/ lET /S EEEE

2018 oo g 0] 108 U



Professional Qualifications - Food & Beverage (con’t) ESE&EMK - BEk (&)

®  Certificate of International Award in Barista Skills  Ef&uiEERCET

® International Bartenders Association (IBA) and Hong Kong Bartenders Association (HKBA)
PSRN e BT S

>  Certificate of International Professional Bartender B[ 5 2E 5 ET

“One Trade Test Two Certificates” " —iXizE | FETETFIAEE 1%

Professional Qualification in Chinese Cuisine F1EETEEEMRBE

Occupational Qualification Certificate Chinese Cook == Tl &R HE

Certified Pastry Cook &% ] ELE/fAT

Certified Cook in Western Cuisine  2F 1] 75 EFET

Certificate in Pastry and Bakery (QF level 2) PE=CkERT KA EEE “QF 4l 27
Certificate in Classical Japanese Cuisine (QF level 2) &4 H A 6Fs8E “QF a1 27
Certificate in Italian Cuisine (QF level 2) ZE AFZE=ZEEEE “QF 451 27

Professional Qualifications - Hotel operations and related functions
®  Golden Keys Concierge Awards &# et

®  American Hotel & Lodging Educational Institute ( AHLEI) EEE X
Certified Hospitality Administrator  ZE{lFERE S PSS 85 A
Certified Hospitality Supervisor 1) 5B E T

Certified Hospitality Facilities Executive -} T 2488

Certified Rooms Division Executive -l /E &= #5448

Certified Lodging Security Supervisor zF {1 ERZE &

Certified Hospitality Housekeeping Executive -1/ E & E44E:
Certified Hospitality Revenue Manager  ZE{lFEEE UL 7 4% B

Certified Hospitality Department Trainer  =:{THHE)E S0P ES3 Ef
Certified Hospitality Trainer  ZE{lHE)E =4k EsE)Eh

Certified Hospitality Sales Professional =3 {l}E 5 & $5Em

Certified Food & Beverage Executive =I5 & AR aEE:

Certified Lodging Security Director 31522448

VV V VY Y Y V VYV VY
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