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Position Description

T{EERE=

Position Title BR{iz:

Receiving Clerk ESSZ &R

Department 2B J: Corporate Location }iiitlt:

Finance MA55ER Waldorf Astoria Xiamen [B| JH/REFBIE
Reports to _L4K: Date Written/Revised EHB:
Accounting Supervisor - Cost Control 09-MAR-2020

SUFEE - A=

Position Summary BR{:zffiR

The basic responsibilities of the Receiving Clerk are to ensure that all items received are in
accordance with the specifications stated in the Purchase Order and Market List and is acceptable
condition.

RRWENRSEERRAIEREINRSRWIT Bz SR rmin—8, AERGY

Lg%,

1. To maintain a high customer service focus by approaching your job with the customers always in

mind and being proactive in a timely manner towards their needs and requests of customers.

R B CRY T/ELABE 9t O AR R A RIS B R A IR K.

2. To have a positive impact, taking personal responsibility and initiative to resolve issues, always

clearly communicating with both customers and colleagues.

EEN AR EAERAE, BN SE FHEE S8, LEUSTRIRSE,

3. To be motivated and committed, approaching all tasks with enthusiasm and seizing opportunities to

learn new skills or knowledge in order to improve your personal performance.

BIEEAEE, E5EBRE TN SF IFEIREEERNTR NTIIRE N AdlE.

4. To be flexible, responding quickly and positively to changing requirements including the

performance of any tasks requested of you.

XS SEERYERKBENS R, PUEF AR I N, AR SRR EHESS.

5. To maintain high team focus by showing co-operation and support to colleagues in the pursuit of

team goals.

B RS RISERIGRFIST LI BirAE K (RIS N E .

6. To contribute ideas and suggestions to enhance operational/environmental procedures in the Hotel.

RSN LIRS EEREE/RER.

7. To actively promote the services and facilities of the Hilton Hotels to guests and suppliers of the

Hotel.

RIS AR S AR LS = AFDIEISRIALRRS,

8. To perform all duties and responsibilities in a manner that ensures your safety and that of others in

your workplace.

PUTRFENSHFEUBRITERESIAZZ.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

To contribute positively to Equilibrium and Esprit by providing both guests and fellow team-
members with courteous, hassle-free service and by seeking to always maintain a pleasant working
environment.

BT FRIRASERESRATEERS S S AT NER T IRERIFM IR TERE,

To ensure that all merchandise entering the storerooms have proper documentation (delivery
dockets, purchase orders etc.).

HRFIERENCENSEYESENBENXY (XER, XWBSE) |

To ensure that all merchandise is examined for both quality and quantity against approved PO.
RIERCERI R R HRIRFAE SR EF IS ETN S IR E.

To ensure merchandise is forwarded to either the storerooms; or in the case of direct orders, to the
department concerned.

R EAIROEIXEI G R ENER .

To properly document and account for all outgoing merchandise with gate pass from Security.

R R MR )RS EICRI T ERE HIERIEY).

To check incoming goods expiry dates to ensure that it is within acceptable limits of the hotel.

BN EYIRE L QAL E RS A 2 e E .

To ensure the imported items are provided legally with proper certificate provided by Government.
iR O S B BRI S RIS,

To prepare receiving logs and daily receiving record summary.
HEEWERSHIERBERICRICEER.

To check that supplier tax invoices are correct according to purchase order and items supplied.
TRIERETT AR MR, MEHNERS A ZRIERRMY,

To follow up on any discrepancies relating to quality and/or quantity (including weight) of goods
received.

MRIEINREN/EEE (BFEE) ERFHITIRH.

To ensure that only goods ordered and approved are received.

R EIR SR EMF IR ER &R

To assist in the periodic operating equipment stocktakes.

BN EERENFRER.

Maintains adequate control on all inwards and outwards goods into the loading dock and
storerooms.

IR U R X R G FERIY R B B R .
To assist in the monthly stocktake process.

ihEhE B R R,

To maintain good relations with all hotel departments.

SHrE BRI N ERIFRFRR.

To have strong knowledge of Excel, Microsoft Word and the hotel inventory/purchasing software.

#BXT Excel, Microsoft Word FB[E R/ SRWIKRIFEZEFIR.

Ensures all documentation (purchase orders, invoices, delivery dockets etc) is forwarded to
Accounts Payable on a timely basis.

HRRFIES M (RWITH, &Z, KEHEF) REEEENTKRR.

Assist in the preparation of month end reports and other ad hoc reports that may be required from
time to time.

BN S B AR IR SR BER RS AIR S,

Page 2 of 4




W
WALDORF ASTORIA

XIAMEN
EIVEREXRERE

27.

28.

29.

30.

31.

32.

33.

34.

35.

To maintain vigilance in ensuring the security of the loading dock and all storage areas.

RFEGHLRREE KB CENR 2.

To be familiar with all emergency procedures.

AEFBERESFMHE.

Maintains an adequate and up to date filing system.

“YEP BRI E SRR R S,

Is flexible in relation to working hours, especially at month end.

W; N i | AN jJ rE )

Riat LIERTiE BBl _ER R

Handles all requests and enquiries in a timely, efficient and friendly manner.
BAY, B3, IR A Bk AN A,

Minimises the risks of accidents and workers compensation costs by ensuring the correct work
practises are used and that the area is safe from hazards.
HRRIEMN TELERiZ T EXIBNEEAZBE FERIMINKAR TS EZE A&/,

To perform any additional tasks assigned to ensure that the department functions smoothly.

PUT—IERIMO T, LA RB IS ERBEIFIE 1 E.

The management reserves the right to change / extend this job description if necessary at any point
of time during her / his employment.

MBVE , %ER IENE S EHNEIZER R,

Carries out any other reasonable duties and responS|biIities as assigned.

Organizational Relationships ZH4RKZR
Positions directly reporting to this position (titles):

BEEAXMMLORE:

- N/AY

Specific Job Knowledge, Skill and Ability T{E¥8ei 12K :

Knowledge of receiving.
B ERNR,
Must possess basic computational ability.

BEARERITEREE.

Good cooperation attitude with related departments

SRXER 18 RIFIEIFEH.

Required Qualifications W EBREHEK:

1.

College graduate.
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2. Work in hotel before.

BBEEIFRR.

Preferred Qualifications BB EHENK:

1. Line operations management and labor related experience preferred.
Bzl I TIER R EBHINTTERRE.
2. Good command of both written and oral English.

RIFRIBEFALINE,
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