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1 | EBE-RBPL-1TTFE 311 1. Provide welcome and farewell for all arrival and departure guests by sincerely courtesy attitude
Front Office-Concierge- with smile and eye contact to create the pleasant impression and grab every opportunity to
Agent engage with guests not only at lobby but all the hotel area.

2. Identify VIPs, reward guests, regular guests and long staying guests and build rapport to offer
personalized service and assistance.

3. Proactively provide the luggage assistance, also responsible to deliver newspaper, mail, fax,
message, packages, and all service related items promptly to guest rooms based on demand. Al
the activities need to be logged down.

$30000 #& | 4. Maintain operating equipment in good manner. to organize the working in neat and tight
condition also report any clean requirement around the hotel if need.

5. Familiar with city latest events, restaurants, bars information as well as the famous spots, tour
itinerary to present to guests once queried.
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Housekeeping-Coordinator
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BERE-EeEEES 21fu 1. Responsible for the operation and administration of all front office departments.
Front Office-Front Desk 2. Assist guests check-ins, verifying guest identity, form of payment, assigning room, and
Agent activation/issuing room key.
3. Compile and review daily reports/logs/contingency lists.
BB -BREERES 211 1. BXREFBERRBEKE -
Front Office-Executive 2. WEERSEREEAL - RESFH -
Lounge Agent 3. EGREHBHELASE 5 VIPEERE  WRHEKEHEBEEN -
4. BEANEBKRIREFTEK
5. EREEBEENGER  \BELE)
BEBE-ERPL-ERES 21 1. Responsible for handling phone calls, emails and mobile chat messages of internal and external of
Front Office-AYS-Agent hotel.
$32000 #E S : g
2. Be able to handle guest's request and inquiries, including emergency cases. Familiar with hotel
related information and to provide correctly with proactive courtesy.
3. Able to handling reservation making for rooms, restaurants and limousine.
4. Confident to work through phone calls, emails and mobile chat messages, with good
communication skills.
5. Be able to work individually and multi-tasks under high pressure and with a long-term career plan.
THEBE-FIEEE 11 1. Responsible to make the reservation follow by S.O.P.
Sales and Marketing- 2. Efficiently finish the bookings through phone call or email.
Reservation Agent 3. Proactive in assisting with colleagues and supervisors.
4. Be confident of interacting with the guests.
5. Passion in hotel industry with team spirit.
EESCEEIES CE 11 $35000 # |1. BRITBNEREGHNEH - XHETERE -
Sales and Marketing- 2. BMBEEREEAMTIREEN -
Coordinator 3. WEBABRBEFREREREE  #EXEERTEE) -
4. WITEHMTEIMWSEIR -
5. B BER - O KREEES - BELESEE -
6. BEXZEEES(Excel, PowerPoint, Word) °
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