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	SUBJECT
	JOB DESCRIPTION 


PERSON SPECIFICATION
JOB POSITION 
: 
COOK

AGE 

: 
25 - 30 YEARS

EDUCATIONAL QUALIFICATION
: 
S.S.C. OR SHOULD BE ABLE TO SPEAK / READ OR WRITE EITHER HINDI / ENGLISH.

EXPERIENCE 
: 
MINIMUM 06 YEARS IN A RESTAURANT / RIG / HOTEL / CANTEEN OF WHICH AT LEAST TWO YEARS HAS TO BE IN THE CAPACITY OF COOK.





OR




3 YEARS AS A ASSISTANT COOK

ATTRIBUTES 
: 
GOOD HEALTH, RELIABLE AND ENERGETIC CAPABLE OF AUTHORITY, SELF CONTROL AND EVEN TEMPER.




SPEED AND PROMPTNESS IN CONFRONTING AND SOLVING ANY UNFORSEEN DIFFICULTIES.

TRAINING ( INTERNAL) 
: 
1 COOK PROFICIENCY

TRAINING (EXTERNAL) 
: 
NIL

PROGRESS REPORT 
: 
B I - ANNUAL BY BASE MANAGER

	
	Issued by
S.P.O
	Approved By

JWH CMO
	Date

960401
	Chapter

011       

	
	Control No.
Ref :  119
	Effective

IMM
	Replace
	Page

 014 

	SUBJECT
	JOB DESCRIPTION


JOB POSITION 
: 
COOK

CATEGORY 
: 
SENIOR STAFF

RESPONSIBLE 
: 
CHIEF COOK / CHEF



CATERING SUPERVISOR / CAMP BOSS

MAIN PURPOSE OF JOB 
: 
TO PREPARE, PRODUCE AND PRESENT FOOD WHILST ENSURING MINIMUM WASTAGE AND AS PER COMPANY NORMS

DUTIES AND RESPONSIBILITIES 
:      
1.
TO BE ABLE TO PRODUCE FOOD IN ONE OR MORE TYPES OF CUISINE WITH PARTICULAR EMPHASIS ON PRESENTATION, HYGIENE AND ECONOMY.



2. 
TO BE ABLE TO PREPARE BASIC BAKERY PRODUCTS SUCH AS BREAD, CAKES, ROLLS, ETC.

3. 
TO DEVELOP AND TRAIN MINIMUM TWO HELPER / ASSISTANT COOKS TO BE PROFICIENT IN THEIR ASSIGNED TASKS AND ALSO THEREBY BE ELIGIBLE FOR PROMOTION TO A HIGHER POST.

4. 
TO ENSURE PERSONAL KNOWLEDGE OF FOOD HYGIENE, FIRE PREVENTION AND FIRST AID AND COMMUNICATE THESE TO THE STAFF.

5. 
TO ENSURE CLEANLINESS AND PROPER MAINTENANCE OF ALL KITCHEN APPLICANCES,  EQUIPMENTS AND PROVISIONS.

6. 
TO OBSERVE ALL SAFETY RULES AND PROCEDURES.

7. 
TO ENSURE THAT ALL MATERIALS ARE NOT LEFT IN DANGEROUS STATE.

8. 
TO REPORT AND WHERE POSSIBLE TO TAKE ACTION IN RELATION TO ANY ACCIDENT, INCIDENT, FIRE LOSS OR DAMAGE.

9. 
TO ENSURE PROPER GROOMING AND HYGEINE.

10. 
TO SORT OUT STORES AND MAINTAIN STORES INCLUDING MEAT, FISH, VEG. FREEZER AND DRY STORES.

OCCASSIONAL DUTIES 
: 
1. 
TO ASSIST IN TAKING OF INVENTORIES

  2. 
TO HELP UNLOAD AND STACK FOODBOX AND OTHER MATERIAL. (CAMP CATERING AND REMOTE CATERING)
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	SUBJECT
	JOB DESCRIPTION


RESOURCE  ACCOUNTABILITY 
:
FOR ALL KITCHEN IMPLIMENTS SUCH AS KNIVES, PEELERS, LADELS GIVEN IN HIS CUSTODY.

 

FOR ALL RAW MATERIAL WITH WHICH HE HAS TO WORK WITH.

SUPERVISES 
: 
OPERATIONALLY SUPERVISES HELPER AND ASSISTANT COOKS DURING THE SHIFT .

AREA OF OPERATION 
: 
KITCHEN OF ASSIGNED INSTALLATION 

HIOURS OF OPERATION 
: 
AS PER MANNING CHART

AUTHORITY 
: 
TO PLAN DAILY AND WEEKLY MENUS IN CONSULTATION WITH CHIEF COOK / CAMP BOSS. TO PLAN DUTY ALLOCATION OF STAFF IN CONSULTATION WITH CHIEF COOK / CAMP BOSS.


IN ADDITION, TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERIOR OR THE MANAGEMENT.
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	SUBJECT
	JOB DESCRIPTION


PERSON SPECIFICATION
JOB POSITION 
: 
BAKER

AGE 

: 
25 - 30 YEARS

EDUCATIONAL QUALIFICATION
: 
S.S.C. OR SHOULD BE ABLE TO SPEAK / READ OR WRITE EITHER HINDI / ENGLISH.

EXPERIENCE 
: 
MINIMUM 06 YEARS IN A RESTAURANT / RIG / HOTEL / CANTEEN OF WHICH AT LEAST TWO YEARS HAS TO BE IN THE CAPACITY OF BAKER.





OR




3 YEARS AS A ASSISTANT BAKER

ATTRIBUTES 
: 
GOOD HEALTH, RELIABLE AND ENERGETIC CAPABLE OF AUTHORITY, SELF CONTROL AND EVEN TEMPER.




SPEED AND PROMPTNESS IN CONFRONTING AND SOLVING ANY UNFORSEEN DIFFICULTIES.

TRAINING ( INTERNAL) 
: 
BAKER PROFICIENCY

TRAINING (EXTERNAL) 
: 
NIL

PROGRESS REPORT 


: 
B I - ANNUAL BY BASE MANAGER
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	SUBJECT
	JOB DESCRIPTION


JOB POSITION 
: 
BAKER

CATEGORY 
: 
E 1- E2  JUNIOR EXECUTIVE

REPORTING TO 
: 
EXECUTIVE CHEF

JOB DESCRIPTION 
: 
ENSURE CLEAN, NUTRITIOUS AND TIMELY FOOD PREPARATION TO CLIENT.

RECURRING DUTIES 
: 
a) 
TO CONTINUALLY STRIVE FOR BETTER PREPARATION METHODS BY MAINTAINING THE HIGHEST OF SERVICE.



b) 
FULLY RESPONSIBLE FOR PREPARATION OF FOOD, KITCHEN CLEANLINESS AND COST - EFFECTIVE KITCHEN MANAGEMENT.



c) 
SELF DEVELOPMENT IN FOOD PREPARATION METHODS AND ACQUISITION OF DETAILED INFORMATION OF ITEMS ON THE MENU APPROVED BY CLIENT.



d) 
EXTEND FULL CO-OPERATION TO SENIOR STAFF IN MAINTAINING OPERATIONS HARMONY.

SUPERVISES 
: 
KITCHEN  HANDS

AREA OF OPERATION 
: 
SITE KITCHEN

HOURS OF OPERATION 
: 
AS PER MANNING CHART

AUTHORITY 
: 
TO INSTRUCT KITCHEN HANDS DURING HIS SHIFT

CO - ORDINATION WITH 
: 
1. 
HOUSEKEEPING PERSONNEL



2.
CLIENTS SERVICE PERSONNEL FOR OPERATIONAL EFFICIENCY. 



3.
RAISE REQUISITIONS AND PROCURE RAW MATERIALS ON TIMELY BASIS. 


IN ADDITION TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERVISOR OR THE MANAGEMENT.
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	SUBJECT
	JOB DESCRIPTION


PERSON SPECIFICATION
JOB POSITION 
:
HELPER COOK

AGE 

: 
18 - 30 YEARS

EDUCATIONAL QUALIFICATION 
: 
S.S.C. OR SHOULD BE ABLE TO SPEAK IN HINDI / ENGLISH.

EXPERIENCE 
:
6 MONTHS IN ANY CATERING ESTABLISHMENT INCLUDING DHABA .

ATTRIBUTES 
: 
ACTIVE, GOOD HEALTH, INTELLIGENT AND WILLING WORKER.

TAINING (INTERNAL) 
: 
INDUCTION

TRAINING (EXTERNAL) 
: 
NIL

PROGRESS REPORT 


: 
B I - ANNUAL BY BASE MANAGER
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	SUBJECT
	JOB DESCRIPTION


JOB POSITION 



: 
HELPER COOK

CATEGORY 



: 
JUNIOR STAFF

RESPONSIBLE 



: 
a) 
DUTY COOK FOR DAILY TASK

b) 
CATERING SUPERVISOR AND / OR CHEF FOR OVERALL CONTROL.

MAIN PURPOSE OF JOB 
: 
TO ASSIST COOKS IN THE PREPARATION AND PRESENTATION OF FOOD.


1
TO ENSURE CLEANLINESS AND UPKEEP OF ALL EQUIPMENT.


2.
TO ASSIST IN THE PREPARATION OF SOUPS, SALADS, B/FAST, CHAPATTIS AND PURIS.


3.
TO ASSIST IN MIS EN PLACE


4.
TO ENSURE PROPER MOPPING AND CLEANLINESS OF THE KITCHEN.


5.
TO KNOW AND OBSERVE ALL SAFETY RULES AND PROCEDURES.


6. 
TO ENSURE THAT ALL EQUIPMENT AND MATERIALS ARE NOT LEFT IN DANGEROUS STATE.


7. 
TO REPORT AND WHERE POSSIBLE TO TAKE ACTION IN RELATION TO ANY ACCIDENT, INCIDENT, FIRE LOSS OR DAMAGE.


8. 
TO ENSURE PROPER GROOMING AND HYGIENE.


9.
TO SORT OUT STORES AND MAINTAIN STORES INCLUDING MEAT, FISH, VEG. FREEZER AND DRY STORES IN A NEAT AND ORDERLY MANNER.

OCCASSIONAL DUTIES 
: 
1. 
TO ASSIST IN TAKING OF INVENTORIES

2. 
TO HELP UNLOAD AND STACK IMPLIMENTS SUCH FOODBOX AND OTHER MATERIAL (CAMP CATERING)

RESOURCE ACCOUNTABILITY 
: 
FOR ALL KITCHEN IMPLEMENTS SUCH AS KNIVES, PEELERS, LADELS GIVEN IN HIS CUSTODY.



FOR ALL RAW MATERIAL WITH WHICH HE HE HAS TO WORK WITH.

SUPERVISES 
: 
NONE

AREA OF OPERATION 
: 
KITCHEN OF ASSIGNED INSTALLATION 

HOURS OF OPERATION 
: 
AS PER MANNING CHART

AUTHORITY 
: 
NONE

IN ADDITION, TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERIOR OR THE MANAGEMENT.
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	SUBJECT
	JOB DESCRIPTION


PERSON SPECIFICATION
JOB POSITION 
: 
ASSISTANT COOK

AGE 

: 
20 - 30 YEARS

EDUCATIONAL QUALIFICATION 
: 
S.S.C OR SHOULD BE ABLE TO SPEAK / READ AND WRITE EITHER HINDI OR ENGLISH.

EXPERIENCE 
: 
2 YEARS IN ANY CATERING ESTABLISHMENT INCLUDING DHABA





OR 




2 YEARS AS GENERAL STEWARD / HELPER COOK

ATTRIBUTES 
: 
ACTIVE, GOOD HEALTH, INTELLIGENT AND WILLING WORKER.

TRAINING (INTERNAL) 
: 
ASSISTANT COOK PROFICIENCY

TRAINING (EXTERNAL) 
: 
BASIC FIRE FIGHTING

PROGRESS REPORT 
: 
B I - ANNUAL BY BASE MANAGER.
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	SUBJECT
	JOB DESCRIPTION


JOB POSITION 
: 
ASSISTANT COOK

CATEGORY 
: 
JUNIOR STAFF

RESPONSIBLE 
: 
a) 
DUTY COOK

b)      
DUTY COOK AND / OR CATERING   SUPERVISOR FOR OVERALL CONTROL.

MAIN PURPOSE OF JOB 
: 
TO ASSIST DUTY COOK IN PREPARATION AND PRESENTATION OF FOOD.

DUTIES AND RESPONSIBILITIES
                 :              1.
TO BE ABLE TO PREPARE 4 TYPES OF DALS, RICE. 6 TYPES OF VEGETABLES AND NON-VEG.

2. 
TO BE ABLE TO PREPARE CHAPATTIS, PURIS, NANS AND PARATHAS.

3. 
TO BE ABLE TO PREPARE STOCK, SAUCES AND MASALAS REQUIRED FOR COOKING.

4. 
TO BE CONVERSANT WITH BOILING, ROASTING, BROILING, FRYING, CUTTING.



5. 
TO BE ABLE TO FILLET FISH.

6. 
TO ENSURE PROPER MOPPING AND CLEANLINESS OF THE KITCHEN.

7. 
TO KNOW AND OBSERVE ALL SAFETY RULES AND PROCEDURES.

8. 
TO ENSURE THAT ALL EQUIPMENT AND MATERIALS ARE NOT LEFT IN A DANGEROUS STATE.

9. 
TO REPORT AND WHERE POSSIBLE TO TAKE ACTION IN RELATION TO ANY ACCIDENT, INCIDENT, FIRE LOSS OR DAMAGE.

10.
TO ENSURE PROPER GROOMING AND HYGIENE.

11. 
TO SORT OUT STORES AND MAINTAIN STORES INCLUDING MEAT, FISH, VEG. FREEZER AND DRY STORES IN A NEAT AND ORDERLY MANNER.

OCCASSIONAL DUTIES 
:
1. 
TO ASSIST IN TAKING OF INVENTORIES

2. 
TO HELP UNLOAD AND STACK FOODBOX AND OTHER MATERIAL.

RESOURCE ACCOUNTABILITY
: 
FOR ALL KITCHEN IMPLIMENTS SUCH AS KNIVES, PEELERS, LADELS GIVEN IN HIS CUSTODY.



FOR ALL MATERIAL WITH  WHICH HE HAS TO WORK WITH
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	SUBJECT
	JOB DESCRIPTION


SUPERVISES 
: 
NONE

AREA OF OPERATION 
: 
KITCHEN OF ASSIGNED INSTALLATION 


HOURS OF OPERATION 
: 
AS PER MANNING CHART

AUTHORITY 
: 
NONE

IN ADDITION, TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERIOR OR THE MANAGEMENT.
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	SUBJECT
	JOB DESCRIPTION


PERSON SPECIFICATION
JOB POSITION 
: 
LAUNDRY SUPERVISOR

AGE 
: 
22 - 35 YEARS

EDUCATIONAL QUALIFICATION 
: 
H.S.C. / F.S.M. / 3 YEAR DIPLOMA IN HOTEL 


MANAGEMENT / SPECIALISATION IN LAUNDRY

EXPERIENCE 
: 
MINIMUM 5 YEARS IN A LAUNDRY AS A LAUNDRY MAN

ATTRIBUTES 
: 
GOOD HEALTH, RELIABLE AND ENERGETIC CAPABLE OF AUTHORITY, SELF CONTROL AND EVEN TEMPER.



SPEED AND PROMPTNESS IN CONFRONTING AND



SOLVING ANY UNFORSEEN DIFFICULTIES.



GOOD ORGANISATIONAL SKILLS

TRAINING (INTERNAL) 
: 
1. 
INDUCTION 



2. 
SUPERVISOR SKILLS

TRAINING (EXTERNAL) 
:
1. 
LAUNDRY MANAGEMENT 



2. 
BASIC FIRE FIGHTING

PROGRESS REPORT 


: 
B I - ANNUAL BY BASE MANAGER
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	SUBJECT
	JOB DESCRIPTION


JOB POSITION 
: 
LAUNDRY SUPERVISOR

CATEGORY 
: 
E1 - E2 JUNIOR EXECUTIVE 

REPORTING TO 
: 
LAUNDRY MANAGER / CAMP SUPERVISOR

JOB DESCRIPTION 
: 
FULLY RESPONSIBLE FOR ENTIRE LAUNDRY  ACTIVITIES AT THE SITE.

RECURRING DUTIES 
: 
a) 
MAINTAIN THE LAUNDRY TO THE HIGHEST STANDARD POSSIBLE WITH IN THE AVAILABLE SOURCES AND AS PER THE CONTRACTUAL OBLIGATIONS.



b) 
SELF DEVELOPMENT IN SYSTEM AND METHODS USED.



c) 
EXTEND FULL CO-OPERATION TO SENIOR STAFF IN MAINTAINING OPERATIONAL HARMONY.



d) 
CO-ORDINATION LINEN CHANGE, COLLECTION AND DELIVERY OF PERSONAL LAUNDRY AS PER SCHEDULE.



e) 
PREPARATION OF DUTY ROASTER OF DEPARTMENTAL STAFF



f) 
TAKING CARE OF THE SANITATION OF THE ENTIRE CAMP.

SUPERVISES 
: 
LAUNDRY STAFF

AREA OF OPERATION 
: 
LAUNDRY ROOMY AND OTHER ASSIGNED AREA

HOURS OF OPERATION 
: 
AS PER MANNING CHART

AUTHORITY 
: 
SUPERVISING AND INSTRUCTING SUBORDINATE STAFF

CO-ORDINATES WITH 
: 
1. 
KITCHEN PERSONNEL

2. 
CLIENT’S SERVICE PERSONNEL FOR OPERATIONAL EFFICIENCY.



3. 
FLOOR SUPERVISOR 



4. 
SITE WAREHOUSE FOR CONSUMABLE ETC.

IN ADDITION TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERVISOR OR THE MANAGEMENT.
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	SUBJECT
	JOB DESCRIPTION


PERSON SPECIFICATION
JOB POSITION
: 
HOUSEKEEPING SUPERVISOR

AGE 
: 
22 - 35 YEARS

EDUCATIONAL QUALIFICATION 
: 
H.S.C. / F.S.M. / 3 YEAR DIPLOMA IN HOTEL 


MANAGEMENT / SPECIALISATION IN LAUNDRY

EXPERIENCE 
: 
MINIMUM 5 YEARS IN HOUSEKEEPING DEPARTMENT AS A HOUSEKEEPER

ATTRIBUTES 
: 
GOOD HEALTH, RELIABLE AND ENERGETIC CAPABLE OF AUTHORITY, SELF CONTROL AND EVEN TEMPER.



SPEED AND PROMPTNESS IN CONFRONTING AND



SOLVING ANY UNFORSEEN DIFFICULTIES.



GOOD ORGANISATIONAL SKILLS

TRAINING (INTERNAL) 
: 
1. 
INDUCTION 



2. 
SUPERVISOR SKILLS

TRAINING (EXTERNAL) 
:
1. 
LAUNDRY MANAGEMENT 



2. 
BASIC FIRE FIGHTING

PROGRESS REPORT 
: 
B I - ANNUAL BY BASE MANAGER
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	SUBJECT
	JOB DESCRIPTION


JOB POSITION 
: 
HOUSEKEEPING SUPERVISOR

CATEGORY 
: 
E1 - E2 JUNIOR EXECUTIVE 

REPORTING TO 
: 
EXECUTIVE HOUSEKEEPER / CAMP SUPERVISOR

JOB DESCRIPTION 
: 
FULLY RESPONSIBLE FOR ENTIRE HOUSEKEEPING ACTIVITIES AT THE SITE.

RECURRING DUTIES 
: 
a) 
MAINTAIN THE ACCOMODATION BLOCKS TO THE HIGHEST STANDARD POSSIBLE WITH IN THE AVAILABLE SOURCES AND AS PER THE CONTRACTUAL OBLIGATIONS.



b) 
SELF DEVELOPMENT IN SYSTEM AND METHODS USED.



c) 
EXTEND FULL CO-OPERATION TO SENIOR STAFF IN MAINTAINING OPERATIONAL HARMONY.



d) 
CO-ORDINATION LINEN CHANGE, COLLECTION AND DELIVERY OF PERSONAL LAUNDRY AS PER SCHEDULE.



e) 
PREPARATION OF DUTY ROASTER OF DEPARTMENTAL STAFF



f) 
TAKING CARE OF THE SANITATION OF THE ENTIRE CAMP.

SUPERVISES 
: 
HOUSEKEEPING STAFF

AREA OF OPERATION 
: 
ACCOMODATION BLOCK AND OTHER ASSIGNED AREA

HOURS OF OPERATION 
: 
AS PER MANNING CHART

AUTHORITY 
: 
SUPERVISING AND INSTRUCTING SUBORDINATE STAFF

CO-ORDINATES WITH 
: 
1. 
KITCHEN PERSONNEL

2. 
CLIENT’S SERVICE PERSONNEL FOR OPERATIONAL EFFICIENCY.



3. 
LAUNDRY



4. 
SITE WAREHOUSE FOR CONSUMABLE ETC.

IN ADDITION TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERVISOR OR THE MANAGEMENT.
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	SUBJECT
	JOB DESCRIPTION


PERSON SPECIFICATION
JOB POSITION 
: 
LAUNDRY MAN

AGE 
: 
22 - 35 YEARS

EDUCATIONAL QUALIFICATION 
: 
H.S.C. / F.S.M. /  SPECIALISATION IN LAUNDRY

EXPERIENCE 
: 
MINIMUM 3 YEARS IN A LAUNDRY AS A LAUNDRY MAN

ATTRIBUTES 
: 
GOOD HEALTH, RELIABLE AND ENERGETIC CAPABLE OF AUTHORITY, SELF CONTROL AND EVEN TEMPER.



SPEED AND PROMPTNESS IN CONFRONTING AND



SOLVING ANY UNFORSEEN DIFFICULTIES.



GOOD ORGANISATIONAL SKILLS

TRAINING (INTERNAL) 
: 
1. 
INDUCTION 



2. 
SUPERVISOR SKILLS

TRAINING (EXTERNAL) 
:
1. 
LAUNDRY MANAGEMENT 



2. 
BASIC FIRE FIGHTING

PROGRESS REPORT 
: 
B I - ANNUAL BY BASE MANAGER
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	SUBJECT
	JOB DESCRIPTION


JOB POSITION 
: 
LAUNDRY MAN

CATEGORY 
: 
JUNIOR STAFF

REPORTING TO 
: 
LAUNDRY SUPERVISOR

JOB DISCRIPTION 
: 
PRODUCTION, QUALITY CONTROL, AND OVERALL EFFICIENCY OF THE DEPARTMENT, MAINTAINING HYGIENE ETC.

RECURRING DUTIES 
: 
a) 
MAINTAIN THE HIGHEST STANDARDS IN LAUNDRY SERVICES.



b) 
FULLY ASSIST IN LAUNDRY SERVICES



c) 
SELF DEVELOPMENT IN SYSTEM AND METHODS USED.



d)
EXTENDS FULL CO-OPERATIONAL TO SENIOR STAFF IN MAINTAINING OPERATION HARMONY.

SUPERVISES 
: 
NONE

AREA OF OPERATION 
: 
SITE LAUNDRY

HOURS OF OPERATION 
: 
AS PER MANNING CHART

AUTHORITY 
: 
NIL

CO-ORDINATION WITH 
: 
1. 
KITCHEN PERSONNEL



2. 
CLIENT’S SERVICE PERSONNEL FOR OPERATIONAL EFFICIENCY.



3. 
HOUSEKEEPING DEPARTMENT

IN ADDITION TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERVISOR OR THE MANAGEMENT.
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	SUBJECT
	JOB DESCRIPTION


PERSON SPECIFICATION
JOB POSITION 
: 
ROOM BOY

AGE 

: 
18 - 30 YEARS

EDUCATIONAL QUALIFICATION 
: 
S.S.C. OR FLUENT IN SPOKEN HINDI AND / OR ENGLISH

EXPERIENCE 
: 
6 MONTHS AS ROOM BOY

ATTRIBUTES 
: 
ACTIVE, GOOD HEALTH, PLEASANT APPEARANCE

TRAINING ( INTERNAL)
: 
1. ROOM BOY

TRAINING (EXTERNAL) 
: 
S.S.C. / H.S.C.




(IF S.S.C. THEN WILL ASSIST IN DOING H.S.C. OR IF NON-S.S.C.  BUT AT LEAST VIII STANDARD PASS / FAIL THEN WILL ASSIST IN DOING S.S.C)

PROGRESS REPORT 
: 
B I - ANNUAL BY BASE MANAGER
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	SUBJECT
	JOB DESCRIPTION


JOB POSITION 



: 
ROOM BOY

CATEGORY 



: 
JUNIOR STAFF

RESPONSIBILITY



: 
CATERING SUPERVISOR AND / OR FLOOR SUPERVISOR

MAIN PURPOSE OF JOB
: 
TO ENSURE THE CLEANLINESS AND UPKEEP OF A LEVEL OF ROOMS, TOILETS, WASH ROOMS, CHANGE ROOMS, PUBLIC ROOMS AND OFFICES.

DUTIES AND RESPONSIBILITIES                        :               1. 
TO BE RESPONSIBLE FOR THE ROUTINE CLEANING OF ALLOTED ROOMS, TOILETS, WASH ROOMS, PUBLIC ROOMS AND OFFICES.

2. 
TO OPERATE SIMPLE MACHINERY SUCH AS VACCUM CLEANER, FLOOR POLISHING MACHINE AND CARE FOR IT AS NECESSARY.

3. 
TO USE SOAP, SOLVENTS ETC., AS DIRECTED.

4. 
TO OPERATE SIMPLE MACHINERY AND CARE FOR IT AS NECESSARY.

5. 
TO KNOW AND OBSERVE ALL SAFETY RULES AND PROCEDURES.

6. 
TO ENSURE THAT ALL EQUIPMENT AND MATERIAL ARE NOT LEFT IN A DANGEROUS STATE.

7. 
TO REPORT AND WHERE POSSIBLE TAKE ACTION IN RELATION TO ANY INCIDENT, ACCIDENT, FIRE, LOSS OR DAMAGE.

8. 
TO ENSURE PROPER GROOMING AND HYGIENE.

OCCASSIONAL DUTIES 


: 
TO ASSIST IN TAKING OF INVENTORIES.

RESOURCE ACCOUNTABILITY                             : 
FOR CLEANING MATERIAL AND EQUIPMENT IN HIS CHARGE SUCH AS BROOMS, VACUM CLEANER, DUSTERS, SOAPS, ETC.

SUPERVISES 



: 
NONE

AREA OF OPERATION 
: 
ASSIGNED LEVEL OF OPERATION, ACCOMODATION AREA

HOURS OF OPERATION 


: 
AS PER MANNING CHART

AUTHORITY 



: 
NONE

ON ADDITION, TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERIOR OR THE MANAGEMENT.
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PERSON SPECIFICATION
JOB SPECIFICATION 
: 
UTILITY HAND 

AGE 

: 
18 - 30 YEARS

EDUCATIONAL QUALIFICATION 
: 
S.S.C. OR UNDERSTAND / SPEAK / READ BASIC ENGLISH / HINDI.

EXPERIENCE 
: 
6 MONTHS AS KITCHEN BOY

ATTRIBUTES 
: 
ACTIVE, GOOD HEALTH, PLEASANT APPEARANCE

TRAINING 
: 
1. 
ROOM BOY

TRAINING (EXTERNAL) 
: 
S.C.C. / H.S.C.




(IF S.S.C. THEN WILL ASSIST IN DOING H.S.C. OR IF NON-S.S.C. BUT AT LEAST VIII STANDARD PASS / FAIL THEN WILL ASSIST IN DOING S.S.C.)

PROGRESS REPORT 


: 
B I - ANNUAL BY BASE MANAGER.
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JOB POSITION 



: 
UTILITY HAND 

CATEGORY 



: 
JUNIOR STAFF

RESPONSIBLE



:
a) 
DUTY COOK FOR DAILY TASK.


b) 
CATERING SUPERVISOR OR CAMP BOSS FOR OVERALL CONTROL.

MAIN PURPOSE OF JOB   
: 
TO ENSURE THE CLEANLINESS OF THE KITCHEN AND ITS EQUIPMENT.

DUTIES & RESPONSIBILITIES 
:              1. 
TO ENSURE PROPER MOPPING AND CLEANLINESS OF KITCHEN.

2. 
TO ENSURE PROPER CLEANING OF CUTLERY, CROCKERY, UTENSILS, KITCHEN IMPLEMENTS AND EQUIPMENTS SUCH AS RANGES, HOODS, DOUGH MIXER, MEAT SLICER, FOOD PROCESSOR, OVENS DISH WASHER ETC.

3
TO USE SOAPS, SOLVENTS AND OTHER CLEANING EQUIPMENT AS DIRECTED.

4. 
TO ASSIST IN THE PREPARATION OF SALADS, BREAKFAST, CHAPATTIS AND PURIS.

 5.
TO OPERATE SIMPLE MACHINERY AND CARE FOR IT AS NECESSARY.

6. 
TO KNOW AND OBSERVE ALL SAFETY RULES AND PROCEDURES.

7.
TO ENSURE THAT ALL EQUIPMENT AND MATERIAL ARE NOT LEFT IN  A DANGEROUS STATE.

8.
TO REPORT AND WHERE POSSIBLE TAKE ACTION IN RELATION TO ANY INCIDENT, ACCIDENT, FIRE, LOSS OR DAMAGE.

9. 
TO ENSURE PROPER GROOMING AND HYGIENE.

10.
TO SORT OUT STORES AND MAINTAIN MEAT, FISH, VEG FREEZER AND DRY STORES IN A NEAT AND ORDERLY MANNER.

OCCASSIONAL DUTIES 


: 
1. 
TO ASSIST IN TAKING OF INVENTORIES

2. 
TO HELP UNLOAD AND STACK FOODBOX AND OTHER MATERIAL. (IN CASE OF CAMP CATERING / REMOTE SITE)
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RESOURCE OF ACCOUNTABILITY                     :
RESPONSIBLE FOR DETERGENTS, WASHING AND CLEANING CONSUMABLES AND EQUIPMENTS.  kITCHEN EQUIPMENTS AND IMPLIMENTS THAT HE IS REQUIRED TO CLEAN.

SUPERVISES 



: 
NONE

AREA OF OPERATION 


: 
KITCHEN OF ASSIGNED INSTALLATION.

HOURS OF OPERATION 


: 
AS PER MANNING CHART

AUTHORITY 



: 
NONE

IN ADDITION, TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERIOR OR THE MANAGEMENT.
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PERSON SPECIFICATION
JOB POSITION 
: 
QUALITY ASSURANCE M ANAGER

AGE 

: 
THE CANDIDATE SHOULD BE BETWEEN 35 YEARS TO TO YEARS.

LANGUAGE PROFICIENCY 
: 
KNOWLEDGE OF GOOD SPOKEN AND WRITTEN ENGLISH

COMPUTER LITERACY 
: 
TO BE VERY LITERATE IN COMPUTER OPERATION AND SHOULD BE ABLE TO HANDLE ALL REPORTS AND CORRESPONDENCE ON THE COMPUTER INDEPENDENTLY.

TECHNICAL QUALIFICATION 
: 
1. 
DIPLOMA IN HOTEL AND CATERING MANAGEMENT ( 3 YEARS COURSE) FROM ANY RECOGNISED UNIVERSITY ( PREFERRED )







OR





GRADUATE IN BACHELOR OF SCIENCE FROM ANY RECOGNISED INSTITUTE.




2. 
CERTIFICATE IN QUALITY ASSURANCE & QUALITY CONTROL PROGRAMME FROM A RECOGNISED INSTITUTE.

EXPERIENCE 
: 
MINIMUM OF 10 YEARS OF CATERING ENVIRONMENT (PREFERRED) AS MANAGER QUALITY ASSURANCE / QUALITY CONTROL.

OTHER DETAILS 
: 
1. 
SHOULD POSSES A VALID INTERNATIONAL DRIVING LICENCE.




2. 
SHOULD POSSES A PASSPORT VALID FOR A MINIMUM OF 2 YEARS.


3. 
SHOULD BE CONVERSANT WITH ISO 9002 REQUIREMENTS.
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4. 
SHOULD BE CAPABLE OF PREPARING QUALITY ASSURANCE / QUALITY CONTROL DECUMENTATIONS PLUS BUILT DOSSIERS AND SUPERVISION OF MULTI ETHNIC CATERING WORKFORCE.
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JOB POSITION 
: 
QUALITY ASSURANCE MANAGER

CATEGORY 
: 
SENIOR MANAGER 

RESPONSIBLE TO 
:
1. 
STATE GENERAL MANAGER / AREA MANAGER 




2. 
PROJECT MANAGER

JOB DESCRIPTION 
: 
1. 
OVERALL INCHARGE OF QUALITY CONTROL, SAFETY, HYGIENE AND HEALTH SERVICES AT ALL CATERED SITES.




2. 
ENSURE ALL THE SAFETY HYGIENE AND HEALTH GOALS AND OBJECTIVES ARE MET AT ALL CATERED SITES.




3. 
CONDUCT AUDITS OF ALL FOOD HANDLING AREAS AND STORAGE FACILITY.

RECURRING DUTIES 
: 
1. 
LIAISON WITH CLIENTS AUTHORISED PERSONNEL.




2. 
ALL INFORMATION, SUGGESTION, COMPLAINTS REGARDING QUALITY, HEALTH AND SAFETY ARE CHANELLED THROUGH HIM.




3. 
RESPONSIBLE FOR THE IMPLEMENTATION OF SAFETY AND HEALTH CONTROL PROGRAME.




4. 
KEEPS TRACK OF ALL QUALITY CONTROL PROGRAME.
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5. 
COLLECT SAMPLES FOR LABORATORY ANALYSIS.




6. 
INSPECTS ALL PHASES OF THE OPERATIONS FOR COMPLIANCE WITH QUALITY ASSURANCE PROGRAME.




7. 
ISSUES REPORTS WITH RECOMMENDATIONS FOR CORRECTIVE ACTION.




8. 
RESPONSIBLE FOR INVESTIGATING AND FILING ACCIDENT REPORTS.

SUPERVISES 
: 
ALL CATERING & RELATED SERVICES STAFF

AREA OF OPERATION 
: 
ASSIGNED PROJECT 

HOURS OF OPERATION 
: 
ON CALL ROUND - THE - CLOCK

AUTHORITY 
: 
TOTALLY INCHARGE OF ALL QUALITY CONTROL ACTIVITIES.

CO - OPERATION WITH 
: 
UNIT MANAGERS.

IN ADDITION TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS ANY OTHER ASSIGNMENTS GIVEN OCCASIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERVISOR OR THE MANAGEMENT.

	
	Issued by
S.P.O
	Approved By

JWH CMO
	Date

960401
	Chapter

011       

	
	Control No.
Ref :  143
	Effective

IMM
	Replace
	Page

 038      

	SUBJECT
	JOB DESCRIPTION


PERSON SPECIFICATION
JOB SPECIFICATION 
: 
AREA MANAGER

EDUCATIONAL QUALIFICATION 
: 
GRADUATE / DIPLOMA / DEGREE IN HOTEL MANAGEMENT IN INDIA OR OVERSEAS.

AGE 

: 
28 - 33 YEARS

EXPERIENCE 
: 
5 YEARS IN THE HOTEL / CATERING INDUSTRY WITH ATLEAST 2 YEARS IN SENIOR POSITION OF A MID SIZE ESTABLISHMENT.

DESIRABLE 
: 
ATLEAST 2 YEARS EXPERIENCE OF WORKING OVERSEAS WITH A CATERING FOOD SERVICE COMPANY.

SPECIAL REQUIREMENT
: 
ABLE TO TRAVEL AND SETTLE ANYWHERE IN INDIA




GOOD HEALTH




FLUENCY IN ENGLISH, HINDI AND LOCAL LANGUAGE OF AREA.




TEAM BUILDING AND HUMAN RELATIONS SKILLS




FLUENT IN COMPUTER OPERATIONS USING MICROSOFT WINDOWS.
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JOB POSITION 
: 
AREA MANAGER 

CATEGORY 
: 
M1 - M2 MANAGER, SENIOR MANAGER 

RESPONSIBLE TO 
: 
1. 
GENERAL MANAGER (BUSINESS UNIT)




2. 
OPERATIONS MANAGER (BUSINESS UNIT)

MAIN PURPOSE OF THE JOB 
: 
1. 
DEVELOP OF THE AREA ASSIGNED 




2. 
FINANCIAL PERFORMANCE AND GROWTH OF THE AREA ASSIGNED.




3. 
LEADERSHIP OF TEAM




4. 
MAINTAINING ALL STANDARDS SET AND JOB ACHIEVEMENTS.




5. 
PROVIDING THE RIGHT INPUT AND RESOURCES TO ACHIEVE THE AREAS AND BUSINESS UNIT’S BUSINESS PLAN.

DUTIES & RESPONSIBILITIES 
: 
1.
ADHERING TO THE OBJECTIVES OF THE BUSINESS UNIT AND DEVELOPING PLANS TO ACHIEVE THESE IN THE AREA.




2. 
OBSERVING STANDARDS AND MONITORING PERFORMANCE.




3. 
ESTABLISHING PRIORITIES FOR ALLOCATION AND RESOURCE.




4. 
MAINTAINING EFFECTIVE EXTERNAL RELATIONSHIP.




5. 
EXECUTE ALL PROJECTS IN THE AREA TO THE ENTIRE SATISFACTION OF THE CLIENTS, WITHIN COMPANY’S NORMS, CONFORMING TO CONTRACTUAL OBLIGATIONS AND AGREED BUDGET.
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6.
VISIT SITES AT RANDOM TO ENSURE QUALITY AND COST CONTROL.




7. 
OBTAIN REQUISITE REPORT / INPUT FROM SITES AS PER SCHEDULE, COMPLETELY, CORRECTLY AND TIMELY ANALYZE, SUMMARIZE SAME AND ADVISE GENERAL MANAGER (BUSINESS UNIT)




8. 
COMPLY WITH ALL STATUTORY REGULATIONS.




9. 
SEARCH, SELECT, RECRUIT AND DEVELOPMENT OF SITE PERSONNEL.

RESOURCE OF ACCOUNTABILITY 
: 
OVERALL RESPONSIBLE FOR ALL RESOURCE AVAILABLE IN THE AREA.

SUPERVISES 
: 
ALL SITE MANAGERS I THE AREA AND OFFICE STAFF ALLOTTED TO THE AREA AND OR SITE OFFICES.

AREA OF OPERATION 
: 
AREA ASSIGNED

AUTHORITY 
: 
FUNCTIONAL :




1. 
TO RECRUIT PERSONNEL IN HIS AREA




2. 
TO NEGOTIATE CONTRACTS ON BEHALF OF THE COMPANY.




3. 
TO RECOMMEND TERMINATION OF CONTRACTS ON BEHALF OF THE COMPANY.




FINANCIAL : 




1. 
INDIVIDUAL CHEQUES SIGNING AUTHORITY UP TO RS. ________________

11




2. 
JOINTLY CHEQUES SIGNING AUTHORITY UP TO 





Rs. _____________




3. 
TO TAKE FINANCIAL DECISION SINGULARLY UP TO RS. _______________.

CO - ORDINATION WITH 
: 
FUNCTIONAL MANAGERS (BUSINESS UNIT)
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PERSON SPECIFICATION
JOB POSITION 
: 
MANAGER (PURCHASE, SUPPLY & LOGISTICS)

EDUCATIONAL QUALIFICATION 
: 
GRADUATE AND / OR DIPLOMA / DEGREE IN HOTEL MANAGEMENT.

DESIRABLE 
: 
DIPLOMA IN MATERIALS MANAGEMENT

AGE 

: 
35  TO 40 YEARS

EXPERIENCE 
: 
10 YEARS WITH ATLEAST 3 YEARS IN A SENIOR POSITION IN THE PURCHASE DEPARTMENT OF LARGE HOTEL / CATERING ESTABLISHMENT. 

DESIRABLE 
: 
ATLEAST 2 YEARS OVERSEAS EXPERIENCE

SPECIAL REQUIREMENT 
: 
GOOD HEALTH




FLUENCY IN ENGLISH, HINDI AND LOCAL LANGUAGE OF BUSINESS UNIT.




EXCELLENT COMMAND OVER ORAL AND WRITTEN COMMUNICATION SKILLS.




WILLINGNESS TO TRAVEL 25% OF THE TIME.




FLUENT COMPUTER OPERATIONS USING MICROSOFT  WINDOWS.
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JOB POSITION 
: 
MANAGER (PURCHASE, SUPPLY & LOGISTICS)

CATEGORY
: 
M1 - M2 MANAGER

RESPONSIBLE TO 
: 
1. 
GENERAL MANAGER / AERA MANAGER



:
2. 
FUNCTIONAL GENERAL MANAGER 




( CORPORATE OFFICE)

MAIN PURPOSE OF THE JOB 
: 
1. 
ESTABLISH AN EFFECTIVE SUPPLY & LOGISTICS NETWORK FOR THE BUSINESS UNIT AS PER COMPANY’S GUIDELINES.




2. 
ACHIEVE SPECIFIED DELIVERY TIME WITH EFFECTIVE QUALITY CONTROL.




3.
ENSURE MATERIALS PROCURED ARE THE MOST ECONOMICAL AND FOR THE PURPOSE REQUIRED AND SOURCE OF SUPPLY IS REVIEWED CONSTANTLY.




4. 
PERIODIC REVIEW OF ALL TECHNOLOGICAL DEVELOPMENT IN THIS FIELD.

DUTIES & RESPONSIBILITIES 
: 
1. 
KEEP ALL BUYING PROCEDURES UNDER REVIEW TO ENSURE STOCK CONTROL LEVELS ARE COMPATIBLE WITH AREAS / SITES REQUIREMENT WITH MINIMUM INVESTMENT IN STOCK.




2. 
REVIEW QUALITY AND TERMS OF SUPPLIERS.




3. 
RELENTLESSLY PURSUE LATE DELIVERIES AGAINST PROMISED DATES AND REVISE PROCEDURES TO ELIMINATE DELAYS.
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4. 
TAKE RESPONSIBILITY FOR THE SUPPLY VEHICLES OF THE BUSINESS UNIT, ITS EFFECTIVE MAINTENANCE AND TO ENSURE THAT ALL ITS STATUTORY REQUIREMENTS ARE FULFILLED.




5. 
TO BUY MATERIALS AND SERVICES OF THE RIGHT QUALITY, RIGHT QUANTITY, RIGHT PRICE FROM THE RIGHT SOURCE AT THE RIGHT TIME.




6. 
TO DEVELOP GOOD, HEALTHY RELATIONSHIP AND TO DO VENDOR’S ANALYSIS FROM TIME TO TIME.




7. 
TO HAVE MEASUREMENT OF SUPPLIER’S QUALITY, COST PERFORMANCE AND EXERCISE APPROPRIATE CONTROL.




8. 
TO CONDUCT ABC ANALYSIS FROM TIME TO TIME.




9. 
KEEP ABREAST OF THE FORCES OF SUPPLY AND DEMAND THAT REGULATE PRICES AND AVAILABILITY OF MATERIALS.

RESOURCE ACCOUNTABILITY 
: 
ALL MATERIALS, VEHICLES, DOCUMENTS AND INFORMATION OF THE PURCHASE, SUPPLY & LOGISTICS DEPT.

SUPERVISES 
: 
ALL PURCHASE, SUPPLY & LOGISTICS PERSONNEL ASSIGNED TO THE BUSINESS UNIT.

AREA OF OPERATION 
: 
BUSINESS UNIT ASSIGNED 

AUTHORITY 
: 
FUNCTIONAL :




1. 
TO IMPLEMENT THE PURCHASE AND SUPPLY POLICIES AND SYSTEMS OF THE COMPANY.
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2. 
TO FINALISE QUOTATIONS, NEGOTIATE WITH VENDORS, AND FINALISE BIDS FOR SUPPLY OF MATERIALS.




FINANCIAL :




1. 
TO ISSUE PURCHASE ORDER TO VENDORS, FIX PRICES, AUTHORISE PAYMENTS TO VENDORS (JOINTLY WITH MANAGER - FINANCE & ACCOUNTS) IN THE BUSINESS UNIT.

CO-ORDINATION WITH 
: 
OPERATIONS MARKETING, HR & A,F & A MANAGERS AND AREA MANAGERS OF THE BUSINESS UNIT.
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PERSON SPECIFICATION

JOB POSITION



: 
MANAGER (FINANCE & ACCOUNTS)

EDUCATIONAL QUALIFICATION 
: 
B.COM. WITH DIPLOMA IN FINANCE MANAGEMENT OR CA / ICWA.

AGE 




: 
30 - 35 YEARS

EXPERIENCE 
: 
10 YEARS IN THE FINANCE DEPT. OF A MID.SIZE ORGANISATION IN THE HOSPITALITY / SERVICE INDUSTRY.

DESIRABLE 
: 
2 YEARS OVERSEAS EXPERIENCE

SPECIAL REQUIREMENT 
: 
GOOD HEALTH




HIGH ANALYTICAL AND PROBLEM SOLVING SKILLS




FLUENT COMPUTER OPERATIONS USING MICROSOFT WINDOW, EXCELLENT KNOWLEDGE OF SPREAD-SHEET ESPECIALLY EXCEL.
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JOB POSITION 
: 
MANAGER (FINANCE & ACCOUNTS)

CATEGORY 
: 
M1 - M2 MANAGER

RESPONSIBLE TO 
: 
1. 
GENERAL MANAGER OF BUSINESS UNIT / 

 

AREA MANAGER



2. 
FUNCTIONAL GENERAL MANAGER AT CORPORATE OFFICE.

MAIN PURPOSE OF THE JOB 
: 
1. 
DEVELOPMENT OF BROAD FINANCIAL STRATEGY.



2. 
ESTABLISHMENT OF STRICT FINANCIAL DISCIPLINE IN ALL ASPECTS OF BUSINESS UNIT’S AFFAIRS.



3. 
THE ESTABLISHMENT OF OPERATIONS OF REALISTIC FINANCIAL CONTROL AND MANAGEMENT INFORMATION SYSTEM.



4. 
THE ESTABLISHMENT OF COMMON ACCOUNTING PRACTICES THROUGHOUT THE BUSINESS UNIT AND IN CONFORMITY TO THE POLICY LAID DOWN BY THE COMPANY.



5. 
ADVISING THE GENERAL MANAGER (BUSINESS UNIT) ON THE FINANCIAL EFFECTS OF THE POLICIES AND PROGRAMS AND VARIOUS PROJECTS.



6. 
RAISING FINANCE AS NECESSARY WITHIN PRESCRIBED NORMS.



7. 
ENSURING MAXIMUM BENEFITS UNDER CURRENT TAX LEGISLATION.

DUTIES & RESPONSIBILITIES 
: 
FINANCIAL CONTROL :-



1. 
IN CONJUCTION WITH OTHER MANAGERS, DESIGN AND DEVELOP AN  INTEGRATED CONTROL AND MANAGEMENT INFORMATION SYSTEM,  TO COVER ALL FACETS OF THE BUSINESS UNIT’S OPERATIONS.



2. 
IMPLEMENTING AN EFFECTIVE COST ACCOUNTING AND INFORMATION SYSTEM.



3. 
PERIODICALLY REPORTING PROGRESS AND TRENDS TO CORPORATE OFFICE THROUGH GENERAL MANAGER (BUSINESS UNIT)



4. 
SUPERVISE THE PREPARATION OF PERIODIC REPORTS ON THE BUSINESS UNITS PERFORMANCE AGAINST CORPORATE BUDGET AND STANDARDS.
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5. 
CO-ORDINATE WITH CORPORATE OFFICE FOR PREPARATION AND CONSOLIDATION OF YEARLY PLAN, BUDGET AND FORECAST.



6. 
ENSURE THAT OVERHEADS ARE MONITORED AGAINST BUDGET.



ACCOUNTING :



1. 
SUPERVISES THE DEVELOPMENT OF SYSTEMS AND PROCEDURES.



2. 
ENSURE THAT THE COMPANY’S COMPLIES WITH ITS STATUTORY OBLIGATIONS.



3. 
LIASISE WITH COMPANY’S AUDITORS.



4. 
FORMULATE FINANCE POLICES IN CONJUNCTION WITH THOSE OF THE COMPANY.



5. 
MANAGE AND ADVISE USE OF WORKING CAPITAL.



6. 
REVIEW ALL CAPITAL EXPENSES PROPOSALS, CARRYING OUT FURTHER INVESTIGATION, WHERE NECESSARY.



7. 
SUPERVISES COMPANY’S TAXATION POLICES.



8. 
ADVISE THE CORPORATE OFFICE WORKING THROUGH THE GENERAL MANAGER (BUSINESS UNIT ) ON ECONOMIC DEVELOPMENTS IN THE BUSINESS UNIT THAT ARE LIKELY TO EFFECT THE COMPANY.

RESOURCE OF ACCOUNTABILITY 
: 
ALL FINANCE DEVELOPMENTS AND INFORMATION IN HIS CUSTODY.

SUPERVISES 
: 
ALL FINANCE & ACCOUNTS PERSONNEL ASSIGNED TO THE BUSINESS UNIT.

AREA OF OPERATION 
: 
BUSINESS UNIT ASSIGNED 

AUTHORITY 
: 
FUNCTIONAL:



TO IMPLEMENT THE FINANCIAL POLICES AND ACCOUNTING SYSTEM OF THE COMPANY.



FINANCIAL :



TO AUTHORIZE PAYMENTS TO VENDORS, ETC. IN THE BUSINESS UNIT.

CO-ORDINATES WITH 
: 
OPERATIONS, MARKETING, HUMAN RESOURCE & ADMINISTRATION, PURCHASE, SUPPLY & LOGISTICS AND AREA MANAGERS.
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PERSON SPECIFICATION

JOB POSITION 
: 
UNIT MANAGER 

AGE 
: 
THE CANDIDATE SHOULD BE BETWEEN 30 TO 40 YEARS

LANGUAGE PROFICIENCY 
:
KNOWLEDGE OF GOOD SPOKEN AND WRITTEN ENGLISH.



COMPUTER LITERACY.
: 
TO BE VERY LITERATE IN COMPUTER OPERATION AND SHOULD BE ABLE TO HANDLE ALL REPORTS AND CORRESPONDENCE ON THE COMPUTERS INDEPENDENTLY.

TECHNICAL QUALIFICATION 
: 
a. 
DIPLOMA IN HOTEL AND CATERING MANAGEMENT (3 YEARS COURSE) FROM ANY RECOGNISED UNIVERSITY.

EXPERIENCE 
: 
1. 
MINIMUM OF 5 YEARS EXPERIENCE IN MESS HALL, RESTAURANT, CAFETARIA TYPE PREPARED SERVICE OF FOOD AS A CATERING MANAGER / CAMP BOSS.



2. 
MINIMUM OF 2 YEARS AS BASE MANAGER OR EQUIVALENT HANDLING BASE CAMPS AND OFFICE WITH COMPLEX FOOD / LOGISTICS ENVIRONMENT.

OTHER DETAILS 
: 
1. 
SHOULD POSSES A VALID INTERNATIONAL DRIVING LICENCE.



2. 
SHOULD POSSES A PASSPORT VALID FOR A MINIMUM OF 2 YEARS.



3. 
SHOULD BE CONVERSANT IN FOOD PREPARATION AND SERVICE.



4. 
MUST HAVE SOUND UNDERSTANDING ON PLANNING, SCHEDULING AND DIRECTING SUBORDINATE PERSONNEL IN FOOD PREPARATION AND SERVICES.



5. 
SHOULD HAVE THE APPTITUDE FOR HANDLING LARGE VOLUMES OF PAPERS AND DOCUMENTS.
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JOB POSITION 
: 
UNIT MANAGER

CATEGORY 
: 
E3  TO E6 EXECUTIVE 

RESPONSIBLE TO
:-

a) 
PROJECT DIRECTOR 





(IF AVAILABLE )




b) 
PROJECT MANAGER




c) 
QUALITY ASSURANCE MANAGER




d) 
TRAINING MANAGER

JOB DESCRIPTION 
: 
a. 
OVERALL INCHARGE OF ALL CATERING & RELATED SERVICES FOR THE DESIGNATED UNIT.



b. 
RESPONSIBLE FOR SMOOTH AND EFFICIENT FUNCTIONING OF CATERING AND RELATED SERVICES OF THE DESIGNATED UNIT

RECURRING DUTIES 
:
a. 
LIAISON WITH CLIENTS AUTHORISED PERSONNEL, AT THE UNIT.



b. 
ALL INFORMATION, SUGGESTION, COMPLAINTS REGARDING CATERING & SERVICES OF THE UNIT ARE CHANNELED THROUGH HIM.



c.
HOLDS DAILY MEETINGS WITH ALL STAFFS UNDER HIM, APPORTIONS WORKS, BRIEFS ON JOBS TO BE DONE.



d. 
KEEPS TRACK OF MEALS SERVED AND SERVICES PROVIDED AT THE UNIT.



e. 
FINALISES LISTS AND SANCTIONS DAILY REQUISITIONS.



f. 
REPORTS DAILY TO PROJECT MANAGER ALL ASPECTS OF OPERATION.



g. 
RESPONSIBLE FOR SMOOTH & EFFICIENT RUNNING CATERING & RELATED SERVICES OPERATIONS AT THE UNIT.



h. 
ENFORCES THE HEALTH, HYGIENE AND SAFETY PLAN



I. 
CO-ORDINATES PREPARATION OF MENU ON A DAY TO DAY BASIS.
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j. 
ANSWERABLE TO CATERING COMPANY AND CLIENT FOR ADEQUATE INVENTORY AT SITE, TIMELY SUBMISSION OF REQUISITION, COST CONTROL, TOTAL SATISFACTION CLIENT, SANITATION  AND HYGIENE AT SITE IN CO-OPERATION WITH QUALITY ASSURANCE MANAGER, WELFARE AT SITE OF HIS OWN STAFF, PREPARATION OF DUTY-ROASTER FOR ALL CATERING STAFF AND IMPLEMENTATION OF SAME. ENFORCING DISCIPLINE WITHIN THE AREA OF HIS / HER RESPONSIBILITY.



k. 
ANSWERABLE TO THE PROJECT MANAGER FOR PROVIDING ALL SERVICES AT THE UNIT AS PER CONTRACT.




1. 
PROCURES INFORMATION DAILY FROM CLIENTS REPRESENTATIVE AT FIXED HOURS, NUMBER OF MEALS TO BE SERVED AND OTHER SPECIFIC INSTRUCTIONS ON SPECIAL MEALS / LUNCH PACKETS TO BE PREPARED AND THEIR TIME AND POINT OF DELIVERY.



m. 
PREPARES DAILY REPORT ON NUMBER OF MEALS SERVED AND PROCURES SIGNATURE FROM CLIENTS REPRESENTATIVE.

SUPERVISES
: 
ALL CATERING & RELATED SERVICES STAFF OF THE UNIT.

AREA OF OPERATION 
: 
ASSIGNED PROJECTS.

HOURS OF OPERATION 
: 
AS PER THE MANNING CHART (AVAILABLE DURING OPERATIONS.)

AUTHORITY 
: 
TOTALLY INCHARGE OF ALL CATERING & RELATED SERVICES OPERATIONS AT THE UNIT.

CO -OPERATION WITH 
: 
CLIENT CONTRACTING OFFICER / PROJECT.



MANAGER AND ALL STAFF UNDER THEM.

IN ADDITION TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS ANY OTHER ASSIGNMENTS GIVEN OCCASIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERVISOR OR THE MANAGEMENT.
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PERSON  SPECIFICATION
JOB POSITION
:
CAMP BOSS.

AGE

:
22 - 50 YEARS.

EDUCATIONAL QUALIFICATION
: 
F. S. M. / GRADUATION / DIPLOMA IN HOTEL MANAGEMENT 




( 3 YEARS ).

EXPERIENCE
:
NOT ESSENTIAL FOR FRESH DIPLOMA HOLDERS.   



5 YEARS FOR GRADUATES / F. S. M. OR 2 YEARS AS 



CATERING SUPERVISOR.

ATTRIBUTES
:
GOOD HEALTH,  GOOD EDUCATION, 
THOROUGH 



KNOWLEDGE OF CATERING, AUTHORITY AND SENSE OF 


JUSTICE AND FAIR PLAY.   ORGANISATIONAL SKILLS.

TRAINING ( INTERNAL )
:
1.  
INDUCTION.




2.  
MAN MANAGEMENT.




3.  
TRAINING SKILLS.

TRAINING ( EXTERNAL )
:
1.  
COMPUTER OPERATION ( WORDSTAR / SUPERCAL / LOTUS 123 )




2.   
SURVIVAL AT SEA.




3.    
BASIC FIRE FIGHTING.

PROGRESS REPORT
:
B I - ANNUAL BY BASE MANAGER.
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JOB POSITION 
: 
CAMP BOSS

CATEGORY 
: 
E3 - E4 - E5 - E6 EXECUTIVE.

RESPONSIBLE TO 
: 
OPERATIONS MANAGER

MAIN PURPOSE OF JOB 
: 
PROVIDING CATERING AND HOUSEKEEPING FACILITIES OF A HIGH STANDARD AS PER COMPANY AND CLIENTS NORMS.

DUTIES AND RESPONSIBILITIES 
: 
1.  
TO PLAN MENUS



2. 
TO INDENT FOR PROVISIONS AND ENSURE PROPER STORAGE AND OPTIMUM USAGE.



3. 
TO ENSURE A HIGH STANDARD OF HYGIENE.



4. 
TO MAINTAIN COSTS AS PER NORMS



5. 
TO BE RESPONSIBLE FOR WORK ALLOCATION ON HIS INSTALLATION.



6. 
TO ENSURE ALL LEVELS, CREW ROOMS, PUBLIC AREAS, TOILETS AND OFFICES ARE NEAT AND CLEAN.



7. 
TO ENSURE THAT LAUNDRY SERVICES ARE OF A HIGH STANDARD.



8. 
TO BE RESPONSIBLE FOR IMPLIMENTING COMPANY DISCIPLINE AND GRIEVANCE PROCEDURE.



9. 
TO DEVELOP AND TRAIN STAFF FOR PROMOTION TO A HIGHER POST.  A MINIMUM OF 4 STAFF IN A ONE YEAR PERIOD.



10. 
TO OBSERVE ALL SAFETY RULES AND PROCEDURES.



11. 
TO BE PROFICIENT IN BASIC FIRE FIGHTING, FIRST AID AND SURVIVAL AT SEA SKILLS.



12. 
TO ENSURE THAT ALL MATERIALS AND EQUIPMENT ARE NOT LEFT IN A DANGEROUS STATE.

RESOURCE ACCOUNTABILITY 
: 
RESPONSIBLE FOR ALL COMPANY PROPERTY SUCH AS RECORDS, RAW MATERIAL AND EQUIPMENT (WHERE PROVIDED)

SUPERVISES 
: 
ALL CATERING STAFF ASSIGNED TO INSTALLATION.

AREA OF OPERATION 
: 
ASSIGNED INSTALLATION

HOURS OF OPERATION 
: 
24 HOURS ON CALL WHEN ON INSTALLATION
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AUTHORITY (FINANCIAL) 
: 
1. 
TO  SANCTION ADVANCES TO CATERING PERSONNEL AS PER COMPANY POLICY.



2. 
TO SANCTION PAYMENT OF SHORTHAND, FOODBOX OFFLOADING AND V.I.P. PARTY ALLOWANCE.



3. 
TO RECOMMEND PAYMENT OF EXGRATIA

AUTHORITY (FUNTIONAL) 
: 
1. 
TO ALLOCATE DUTIES AND TASKS TO SUBORDINATE CATERING PERSONNEL ON INSTALLATION.



2. 
TO ISSUE PROVISIONS AND HOUSEKEEPING MATERIAL TO STAFF FOR RUNNING THE CONTRACT.



3. 
TO INTERACT WITH CLIENTS PERSONNEL AND SORT OUT ISSUES OF A MINOR NATURE PERTAINING TO THE CONTRACT AS LONG AS THEY ARE AS PER COMPANY NORMS.



4. 
TO RECOMMEND STAFF FOR PROMOTION, TRANSFER, SUSPENSION AND TERMINATION.
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PERSON SPECIFICATION
JOB POSITION 
: 
CATERING SUPERVISOR

AGE 
: 
25 - 40 YEARS

EDUCATIONAL QUALIFICATION 
: 
H.S.C. / F.S.M./ THREE YEAR DIPLOMA IN HOTEL 


MANAGEMENT

EXPERIENCE 
: 
3 YEARS AS CATERING SUPERVISOR (TRAINEE)

ATTRIBUTES 
: 
GOOD HEALTH, RELIABLE AND ENERGETIC CAPABLE OF AUTHORITY, SELF CONTROL AND EVEN TEMPER.



SPEED AND PROMPTNESS IN CONFRONTING AND SOLVING ANY UNFORSEEN DIFFICULTIES.

TRAINEE (INTERNAL) 
: 
1. 
CATERING SUPERVISOR PROFICIENCY.

TRAINEE (EXTERNAL) 
: 
1. 
COMPUTER OPERATION 



2. 
GRADUATION

PROGRESS REPORT
: 
B I - ANNUAL BY BASE MANAGER
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	SUBJECT
	JOB DESCRIPTION


JOB POSITION 
: 
CATERING SUPERVISOR / ASSISTANT UNIT MANAGER

CATEGORY 
: 
E1 - E2  &  E3  SENIOR EXECUTIVE

RESPONSIBLE 
: 
CAMP BOSS / MANAGER

MAIN PURPOSE OF JOB 
: 
ENSURE PROPER AND TIMELY CATERING AND HOUSEKEEPING SER
VICES TO CLIENT AS PER SPECIFIED COMPANY NORMS.

DUTIES AND RESPONSIBILITIES 
: 
1. 
TO BE ABLE TO INDEPENDENTLY TAKE COMPLETE CHARGE OF A SMALL INSTALLATION.



2. 
TO BE ABLE TO HANDLE STORES INCLUDING ISSUES, RECEIPTS AND STACKING.



3. 
TO BE ABLE TO INDENT AS PER INSTALLATIONS REQUIREMENT.



4. 
TO BE ABLE TO MAINTAIN RECORDS AND CORRESPOND WHEN REQUIRED.



5. 
TO BE RESPONSIBLE FOR WORK ALLOCATION.



6. 
TO BE RESPONSIBLE FOR IMPLIMENTING COMPANY DISCIPLINE.



7. 
TO ENSURE PERSONNEL KNOWLEDGE OF FOOD HYGIENE.



8. 
TO EXERCISE CARE IN RELATION TO ALL CATERING AND HOUSEKEEPING EQUIPMENT.



9. 
TO OBSERVE SAFE WORKING PRACTICES.



10.
TO OBSERVE ALL SAFETY RULES AND PROCEDURES.



11. 
TO ENSURE THAT ALL EQUIPMENT AND MATERIALS ARE NOT LEFT IN A DANGEROUS STATE.



12. 
TO KNOW PREVENTION OF FIRE AND FIRST AID.



13. 
TO WORK IN THE CAPACITY OF  STEWARD AS AND WHEN CALLED UPON.



14. 
TO BE ABLE TO PLAN MENUS.

RESOURCE ACCOUNTABILITY 
: 
RESPONSIBLE FOR MAINTAINING ALL REGISTERS, FILES AND OTHER RECORDS IN HIS CUSTODY, RESPONSIBLE FOR THE SAFEKEEPING OF ALL FOOD PROVISIONS AND HOUSEKEEPING ITEMS.
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	SUBJECT
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SUPERVISES 
: 
OPERATIONALLY SUPERVISES ALL CATERING PERSONNEL ON ASSIGNED INSTALLATION UNDER THE GUIDANCE OF CAMP BOSS.

AREA OF OPERATION  
: 
ASSIGNED INSTALLATION.

HOURS OF OPERATION 
:
AS FIXED BY CAMP BOSS

AUTHORITY 
: 
1. 
TO PLAN MENUS IN CONSULTATION WITH CAMP BOSS / MANAGER.



2. 
TO ALLOCATE DUTIES TO KITCHEN STAFF



3. 
TO TAKE CHARGE OF THE OPERATION IN THE ABSENCE OF CHEF / CATERING SUPERVISOR OR CAMP BOSS.

IN ADDITION, TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERIOR OR THE MANAGEMENT.
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	JOB DESCRIPTION


PERSON SPECIFICATION
JOB POSITION 
: 
CATERING SUPERVISOR (TRAINEE)

AGE 
: 
22 - 35 YEARS

EDUCATIONAL QUALIFICATION 
: 
H.S.C. / F.S.M. / 3 YEAR DIPLOMA IN HOTEL 



MANAGEMENT

EXPERIENCE 
: 
MINIMUM 5 YEARS IN A RESTAURANT / RIG / HOTEL / CANTEEN AS CAPTAIN / STOREKEEPER





OR



COMPLETED GENERAL STEWARDS TRAINING AND 1 YEAR AS ASST. COOK.

ATTRIBUTES 
: 
GOOD HEALTH, RELIABLE AND ENERGETIC CAPABLE OF AUTHORITY, SELF CONTROL AND EVEN TEMPER.



SPEED AND PROMPTNESS IN CONFRONTING AND



SOLVING ANY UNFORSEEN DIFFICULTIES.



GOOD ORGANISATIONAL SKILLS

TRAINING (INTERNAL) 
: 
1. 
INDUCTION 



2. 
SUPERVISOR SKILLS

TRAINING (EXTERNAL) 
: 
1. 
TYPING 



2. 
FOOD SERVICE MGMT. / GRADUATION



3. 
BASIC FIRE FIGHTING

PROGRESS REPORT 
: 
B I - ANNUAL BY BASE MANAGER
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JOB POSITION 



: 
CATERING SUPERVISOR (TRAINEE)

CATEGORTY 



: 
E3 - E4 EXECUTIVE

RESPONSIBLE 



: 
CAMP BOSS / MANAGER

MAIN PURPOSE OF JOB 
:
ENSURE PROPER AND TIMELY CATERING AND HOUSEKEEPEING SERVICES TO CLIENT AS PER SPECIFIED COMPANY NORMS.

DUTIES AND RESPONSIBILITIES 

: 
1. 
TO BE ABLE TO PLAN MENUS


2. 
TO BE ABLE TO HANDLE STORES INCLUDING ISSUES, RECEIPTS AND STACKING.


3. 
TO BE ABLE TO INDENT AS PER INSTALLATIONS REQUIREMENT.



4. 
TO BE ABLE TO MAINTAIN RECORDS AND CORRESPOND WHEN REQUIRED.



5. 
TO BE RESPONSIBLE FOR WORK ALLOCATION.



6. 
TO BE RESPONSIBLE FOR IMPLIMENTING COMPANY DISCIPLINE.



7. 
TO ENSURE PERSONNEL KNOWLEDGE OF FOOD HYGIENE.



8. 
TO EXERCISE CARE IN RELATION TO ALL CATERING AND HOUSEKEEPING EQUIPMENT.



9. 
TO OBSERVE SAFE WORKING PRACTICES.



10.
TO OBSERVE ALL SAFETY RULES AND PROCEDURES.



11. 
TO ENSURE THAT ALL EQUIPMENT AND MATERIALS ARE NOT LEFT IN A DANGEROUS STATE.



12. 
TO KNOW PREVENTION OF FIRE AND FIRST AID.



13. 
TO WORK IN THE CAPACITY OF GENERAL STEWARD AS AND WHEN REQUIRED.

SUPERVISES 
: 
OPERATIONALLY SUPERVISES ALL CATERING PERSONNEL ON ASSIGNED INSTALLATION UNDER THE GUIDANCE OF CAMP BOSS.

AREA OF OPERATION 
: 
ASSIGNED INSTALLATION 

HOURS OF OPERATION 
: 
AS FIXED BY CAMP BOSS / MANAGER

AUTHORITY 
: 
1. 
TO PLAN MENUS IN CONSULTATION WITH CAMP BOSS.
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2. 
TO ALLOCATE DUTIES TO KITCHEN STAFF



3. 
TO TAKE CHARGE OF THE OPERATION IN THE ABSENCE OF CHEF / CATERING SUPERVISOR  OR CAMP BOSS

IN ADDITION, TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERIOR OR THE MANAGEMENT.
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PERSON SPECIFICATION

JOB SPECIFICATION 
: 
PEST CONTROL ATTENDANT 

AGE 

: 
18 - 30 YEARS

EDUCATIONAL QUALIFICATION 
: 
S.S.C. OR UNDERSTAND / SPEAK / READ BASIC ENGLISH / HINDI.

EXPERIENCE 
: 
ONE YEAR AS PEST CONTROL ATTENDAND

ATTRIBUTES 
: 
ACTIVE, GOOD HEALTH, PLEASANT APPEARANCE

TRAINING 
: 
PEST CONTROL 

TRAINING (EXTERNAL) 
: 
S.C.C. / H.S.C.




(IF S.S.C. THEN WILL ASSIST IN DOING H.S.C. OR IF NON-S.S.C. BUT AT LEAST VIII STANDARD PASS / FAIL THEN WILL ASSIST IN DOING S.S.C.)

PROGRESS REPORT 
: 
B I - ANNUAL BY BASE MANAGER.
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JOB POSITION 
: 
PEST CONTROL ATTENDANT

CATEGORY 
: 
JUNIOR STAFF

REPORTING TO 
: 
CAMP SUPERVISOR / GENERAL SERVICES SUPERVISOR / SITE  INCHARGE 

JOB DESCRIPTION 
: 
OVERALL INCHARGE OF ALL PEST CONTROL SERVICES AT THE SITE.

RECURRING DUTIES 
: 
a) 
PESTICIDE SPRAYING AND DUSTING FOR ARTHROPOD PEST.



b) 
RODENT CONTROL, INCLUDING THE SETTING AND BAITING OF RODENT TRAPS AND STATIONS, CHECKING THESE STATIONS / TRAPS AND REMOVAL OF TRAPS AND OF ANY RODENTS.



c) 
RECEIPT AND RESPONSE TO CUSTOMER COMPLAINTS CONCERNING PESTS



d) 
EDUCATING OF RESIDENTS IN THE SAFETY ASPECTS OF PESTICIDES, PESTS AND RODENT CONTROL.



e) 
PREPARING SCHEDULE AND REPORTS ON PEST CONTROL SERVICES.



f) 
ROUTINE ACTIVITY REPORTS FOR EACH DAY, STATING WHAT WORK TOOK PLACE AND WHEN AND WITH WHAT MATERIAL.



g) 
COMPLAINT / REQUEST REPORTS



h) 
SUMMARIES OF MATERIAL USAGE

SUPERVISES 
: 
NIL

AREA OF OPERATION 
: 
ALL CAMP AREA

HOURS OF OPERATION 
: 
12 HOURS PER DAY AND 6 DAYS A WEEK

AUTHORITY 
: 
NIL

CO - ORDINATION WITH 
: 
1. 
SITE WAREHOUSE



2. 
GARDENING LEADSMAN



3. 
CATERING DEPARTMENT



4. 
GENERAL SERVICES DEPARTMENT

IN ADDITION TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER SPECIAL ASSIGNMENTS GIVEN BY THE GENERAL SERVICES SUPERVISOR / CAMP SUPERVISOR.
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PERSON SPECIFICATION
JOB SPECIFICATION 
: 
HOUSEKEEPER / GENERAL HELPER 

AGE 

: 
18 - 30 YEARS

EDUCATIONAL QUALIFICATION 
: 
S.S.C. OR UNDERSTAND / SPEAK / READ BASIC ENGLISH / HINDI OR CRAFT COURSE IN HOUSKEEPING.

EXPERIENCE 
: 
ONE YEAR AS A HOUSEKEEPER

ATTRIBUTES 
: 
ACTIVE, GOOD HEALTH, PLEASANT APPEARANCE

TRAINING 
: 
HOUSEKEEPER

TRAINING (EXTERNAL) 
: 
 H.S.C.




(IF S.S.C. THEN WILL ASSIST IN DOING H.S.C. OR IF NON-S.S.C. BUT AT LEAST VIII STANDARD PASS / FAIL THEN WILL ASSIST IN DOING S.S.C.)

PROGRESS REPORT 
: 
B I - ANNUAL BY BASE MANAGER.
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JOB POSITION 
: 
HOUSEKEEPER / GENERAL HELPER

CATEGORY 
: 
JUNIOR STAFF

REPORTING TO 
: 
HOUSEKEEPING SUPERVISOR / DEPARTMENT SUPERVISOR

JOB DESCRIPTION 
: 
MAINTAIN CLEANLINESS OF KITCHEN, ACCOMODATION AREAS ON SITE.

RECURRING DUTIES 
: 
a) 
MAINTAIN THE HIGHEST STANDARDS OF CLEANLINESS.



b) 
FULLY ASIST IN FOOD SERVICE, CLEARANCE, KITCHEN AND STORES CLEANLINESS AND ROOM UPKEEP.



c) 
SELF DEVELOPMENT IN SYSTEM AND METHODS USED.



d) 
EXTEND FULL CO-OPERATION TO SENIOR STAFF IN MAINTAINING OPERATIONAL HARMONY.

SUPERVISES
: 
NONE

AREA OF OPERATION 
: 
ACCOMODATION BLOCK AND OTHER ASSIGNED AREA

HOURS OF OPERATION 
: 
AS PER MANNING CHART

AUTHORITY 
: 
NIL

CO-ORDINATES WITH 
: 
1.
KITCHEN PERSONNEL



2. 
CLIENTS SERVICE PERSONNEL FOR OPERATIONAL EFFICIENCY 


IN ADDITION TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERVISOR OR THE MANAGEMENT.
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PERSON SPECIFICATION
JOB SPECIFICATION 
: 
STEWARD 

AGE 

: 
18 - 30 YEARS

EDUCATIONAL QUALIFICATION 
: 
S.S.C. OR UNDERSTAND / SPEAK / READ BASIC ENGLISH / HINDI OR CRAFT COURSE IN FOOD SERVICE

EXPERIENCE 
: 
ONE YEAR AS A STEWARD

ATTRIBUTES 
: 
ACTIVE, GOOD HEALTH, PLEASANT APPEARANCE

TRAINING 
: 
STEWARD

TRAINING (EXTERNAL) 
: 
 H.S.C.




(IF S.S.C. THEN WILL ASSIST IN DOING H.S.C. OR IF NON-S.S.C. BUT AT LEAST VIII STANDARD PASS / FAIL THEN WILL ASSIST IN DOING S.S.C.)

PROGRESS REPORT 
: 
B I - ANNUAL BY BASE MANAGER.
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JOB POSITION 
: 
STEWARD

CATEGORY 
: 
JUNIOR STAFF

REPORTING TO 
: 
CATERING SUPERVISOR / SITE INCHARGE

JOB DESCRIPTION 
: 
ASSIST THE SUPERVISOR IN MAINTAINING PROPER CATERING AND ALLIED SERVICES ON SITE.

RECURRING DUTIES 
: 
a) 
MAINTAIN HIGHEST STANDARDS OF SERVICE TO CLIENT 



b) 
FULLY ASSIST IN FOOD SERVICE, CLEARANCE, AND STORE CLEANLINESS.



c) 
SELF DEVELOPMENT IN SYSTEMS AND METHODS USED.



d) 
EXTEND FULL CO-OPERATION TO SENIOR STAFF IN MAINTAINING OPERATIONAL HARMONY.

SUPERVISES 
: 
NONE

AREA OF OPERATION 
: 
SITE DINING HALL /  RESTAURANT

HOURS OF OPERATION 
: 
AS PER MANNING CHART

AUTHORITY 
: 
NIL

CO-ORDINATES WITH 
: 
1.
HOUSEKEEPING / LAUNDRY PERSONNEL



2. 
CLIENTS SERVICE PERSONNEL FOR OPERATIONS EFFICIENCY.

IN ADDITION TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERVISOR OR THE MANAGEMENT.
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	SUBJECT   
	LABOUR MANAGEMENT RELATION


All superiors and Department Managers must take up responsibility for personnel who report to them.

Management staff must contribute to the maintaining of cordial relations with the work force and develop a healthy working relationship.

For this to be possible, they should be familiar with

-
the terms of settlement

-
important provisions of labour laws

-
types of misconduct and action to be taken

-
the art of handling grievances

Management staff must keep the Site Personnel Department fully informed of any significant development on a daily basis that is likely to lead to poor Labour Management Relations.

Supervisors should be careful and discriminate in acts that are directly work related and attempt to resolve it along with their Managers, keeping the Site Personnel Department well informed.  Any matter that is likely to gravitate should be immediately communicated to the Site Personnel Department.

The Site Personnel Department, being specialist Staff will provide information to the Line Managers and educate them on labour matters at meetings and on a regular basis through programs.
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	SUBJECT   
	LEAVE RULES 


1.
Leave not to be claimed as a matter of Right :


1.1
Except annual leave with wages and maternity leave no leave can be claimed as a matter of right.


1.2
Full discretion shall rest with the Management to grant leave, to refuse or revoke such leave at any time according to the exigencies of service of the Company.  This shall not, however, be interpreted in such a way as to abridge the leave entitlements of the employee and employees should, as far as possible, be encouraged to take leave at regular intervals.

2.
Types of Leave :


Subject to provisions of Rule 1 above, the following types of leave shall be admissible to employees :


2.1 
Annual Leave with wages  (Privilege leave)


2.2
Casual Leave


2.3 
Sick Leave 



2.4 
Maternity Leave

3.
Annual Leave ( privilege Leave ):-

            3.1
Annual Privilege leave of 21 days is applicable to senior S2  level staff and below.  This staff can only avail of this leave provided they complete one year service with the  Company. Consideration can be made in special cases to employees who wants to avail this leave before completion of one year on emergency ground on pro-rata basis only if he completes minimum six month of service.


3.2
Annual privilege leave of 30 days is applicable to staff of  E-1 
Junior 
Executive level and above.  

             3.3.
The maximum amount of the Annual Leave that may be granted to an employee, on any single occasion, shall not exceed 21 / 30 days and shall not be granted on more than two occasion in a year.

             3.4
Application for Annual Leave, with wages, shall normally be submitted to the Unit Manager concerned  at least 30 working days prior to the date on which leave is to commence.  The Unit Manager shall approve and pass orders and send a copy to the Site Personnel Department for record.  Application form is enclosed as Annexure. 013 (1)
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3.5
Every employee who is granted leave shall submit, through Head of the  Department. Departure Report before proceeding on leave in the form attached as Annexure 013(2) and Joining Report on resumption of duty in the form attached as Annexure.013(3)


These reports will be counter signed by the site incharge and a copy of it forwarded to employee  by the Head of the Department concerned, duly counter signed to the Site In-charge for his maintenance and approval.


3.6
In case leave has not been sanctioned or is required to be postponed, the fact of such refusal or postponement shall be intimated, in writing, to the employee concerned.



Such refusal / postponement shall not debar the employee from accumulating leave in excess of 180 days for E1 Executive and above and 42 days for S 2 Senior staff and below.

3.7    
If an employee, after proceeding on leave, desires an extension thereto, he shall make an application, in writing, for the purpose, to the Head of the Department, who shall pass orders thereon and forward the application to the Unit Manager. A copy of the same should be forwarded to Site Personnel Department for records.  Orders of the head of the Department shall be conveyed, in writing, to the employee concerned through Registered A. D. or Telegram, as the occasion may demand and a reply sent in this manner shall be deemed to be sufficient proof of reply having been received by the employee concerned.

          3.8        
During the period of annual leave, an employee shall be entitled to the same pay and allowances as admissible to him on the day immediately preceding the date of commencement of such leave.



An employee, who does not report for duty within 8 days from the date of expiry of leave originally sanctioned and / or subsequently extended shall be deemed to have voluntarily resigned from the service of the Company from the date he was due to resume duty.

4.
Encashment of Annual Leave :


4.1
An employee may be allowed encashment of Annual Leave once in a calendar year, to the extent of 50% of the Annual Leave to his credit, subject to a minimum of 15 days and maximum of 30 days, without availing leave for such encashment.



For computing the rate of encashment, full pay of the month in which leave encashment is availed shall be taken into consideration; no allowances / other benefits shall be included for the purpose.  Month for this purpose, shall be taken as of thirty days.


4.2
No deduction, other than for Income Tax and other statutory deduction shall be made from the amount payable on account of encashment of leave.
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4.3
An entry in respect of Leave Encashment shall be made in the personal Service Record of the employee concerned maintained in the respective Unit.


4.4
Forms of application for sanction of Annual Leave Encashed and Leave Encashment Orders are attached as Annexure 013(1) respectively

5.
Casual Leave :


5.1
Casual leave is intended to meet special or unforeseen circumstances.
.


5.2
Casual Leave upto a maximum of 10 days in a calendar year shall be admissible to employee M-1 Level and above to cover his casual absence for personal reasons.


5.3
The Casual Leave shall be limited to maximum 3 days at a time.


5.4
Prior sanction shall invariably be obtained before proceeding on leave.  However, in emergent cases, beyond the control of an individual, the competent authority shall be informed of the absence and immediately on resumption of duty, an application, in writing, on prescribed form, attached as Annexure 013(6) shall be submitted seeking sanction of leave to regularize the absence.


5.5
Number of days of leave not availed during the calendar year shall be allowed to be merged with the Annual Leave or encashed, at the discretion of the employee.


5.6
For the purpose of encashment of such Casual Leave, full pay  for the month of December of the year in which Casual Leave has not been availed, shall be taken into consideration; however, days of the month for the purpose of encashment shall be taken as 30 only.


5.7
An employee, who does not report for duty within 8 days from the date of expiry of leave originally sanctioned and / or subsequently extended shall be deemed to have voluntarily resigned from the service of the Company from the date he was due to resume duty.

6.
Sick Leave :


6.1
A employee in the grade of M -1 level and above and who are not covered under ESIC may be granted Sick Leave upto a maximum of 10 days in each calendar year.  Form of application for Sick Leave is attached as Annexure 013(6)

6.2
Such leave shall be granted on medical grounds, duly supported by a Medical Certificate from a Registered Medical Practitioner.


6.3
An employee granted Sick Leave shall, at the time of resuming duty, have to submit Fitness Certificate from the same Registered Medical Practitioner who had recommended grant of leave.
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6.4
During the period of Sick Leave, an employee shall be entitled for the leave salary that would have been admissible to him had he been on Annual Leave during that period.


6.5
An employee shall cease to earn Sick Leave under these Rules when the leave earned amounts to 30 days.


6.6 
At present all employee drawing wages Rs.3000.00 and below i.e. Basic + Dearness Allowance + H.R.A + Attendance Allowance + Shoe Maintenance Allowance + Site Allowance.  will be covered under ESIC. All benefits applicable under the ESIC scheme Will be made available to these employees.   Annexure regarding the same is attached.

7.
Maternity Leave :


7.1
A female employee who is not covered under the ESIC shall be granted Maternity Leave, on full pay, for a period of 90 days in accordance with the Maternity Benefits Act.  Employees covered under the ESI Scheme shall get benefit from ESIC only.


7.2
An application for maternity leave will be supported by a Certificate from a Registered Medical Practitioner / ESI Panel Doctor as the case may be.


7.3
Maternity Leave may be combined with Privilege / Annual Leave, upto a maximum of 60 days.


7.4
Form of application for Maternity Leave is attached as Annexure 013(4)
8.
Sundays & Holidays :


8.1
Sundays and Holidays immediately preceding or following any type of leave shall be deemed to be prefixed or suffixed to that leave in the normal course, unless specifically ordered otherwise by the Management, and they shall not be counted as part of the leave.


8.2
A Sunday and a Holiday falling between the first and the last day of any leave period shall count as part of that leave.

9.
Combination of Leave :


Maternity Leave may be combined with Privilege / Annual Leave.  Leave of any other type admissible under these rules shall not be allowed to be combined with other type ( s ) of leave.

10.
Leave Account :


A Leave Account showing various types of leave earned / availed of shall be maintained by the respective Units and a copy forwarded to Site Personnel Department for record only, and the balance at credit shall be worked out therein on each occasion when leave is granted / availed.
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11.
National or Festival Holidays with Wages :


11.1
Not less than 3 National or Festival Holidays shall be declared for each Calendar Year.


11.2
An employee shall be entitled to these Holidays only if he was present for work or was on authorised leave, with wages, on days both preceding and succeeding the said paid holidays.


11.3
National and Festival Holidays to be observed in a calendar year shall be displayed on the Notice Board of the Company in English in January each year.

12.
Compensatory Off and Special Paid Holidays :


All members of the staff including Supervisory & Non-supervisory staff  who due to exigency of work, have to attend duty on the day they have opted for Holiday or on a Compulsory Holiday, as listed out in the Annual Holiday chart, or on weekly off day, shall be entitled to avail compensatory off on any working day of their choice, by applying and obtaining prior permission / approval, in writing.  Its form is attached as Annexure 013(5)
13.
General :


Cases not covered by or requiring relaxation of these rules or where doubt has arisen regarding the interpretation thereof shall be referred to the Personnel Department and the Personnel Department shall consider each case on its merit and submit it to the Chairman whose decision in such cases shall be final.
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LEAVE ENTITLEMENT
	GRADE
	PRIVILEGE 

LEAVE 
	SICK 

LEAVE
	CASUAL LEAVE
	COMPULSORY HOLIDAY
	OPTIONAL  HOLIDAY

	J 1
	21
	- 
	- 
	4
	-

	J 2
	21
	- 
	- 
	4
	-

	S 1 
	21
	- 
	- 
	4 
	-

	E 1 
	30 
	-
	- 
	4
	

	E 2
	30
	-
	-
	4
	

	E 3
	30
	-
	-
	4
	

	M1 
	30
	10
	10
	4
	9

	M 2
	30
	10
	10
	4
	9
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(Specimen)                       Annexure 013(2)

RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

DEPARTURE REPORT
I am proceeding on leave for __________ days from ____________  to ____________ sanctioned to me vide my Application Dated : ___________.

_________________________________________________________________________________

Handing over of Kit for Safe Custody prior departure 
	Sr. No
	Item Description 
	Quantity 
	Remarks 

	1
	Lock & Key 
	
	

	2
	Mattress
	
	

	3
	Pillow
	
	

	4
	Bed Sheet
	
	

	5
	Uniform
	
	

	6
	Shoe
	
	

	7
	Safety Goggles
	
	

	8
	Safety Helmet
	
	

	9
	Blanket
	
	

	10
	Others (Specify)
	
	

	11
	
	
	

	12
	
	
	


Signature of Employee 

Name 

:

Designation 
:

---------------------------------------------------------------------------------------------------------------------------------

Countersigned 
Signature 


Name 

:

Designation (Site Manager / Unit In-charge)

Date 

:

(RK/SPO/    /96)
Circulation : -           1. Employee                              2. Site
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(Specimen)                                                  Annexure 013(3)

RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.
JOINING  REPORT
Consequent upon expiry of leave sanctioned to me vide my Application dated ______, I have reported for duty today forenoon. 

_________________________________________________________________________________

Taking over of Kit from Safe Custody after resuming duty  
	Sr. No
	Item Description 
	Quantity 
	Remarks 

	1
	Safety Lock
	
	

	2
	Mattress
	
	

	3
	Pillow
	
	

	4
	Bed Sheet
	
	

	5
	Uniform
	
	

	6
	Shoe
	
	

	7
	Safety Goggles
	
	

	8
	Safety Helmet
	
	

	9
	Blanket
	
	

	10
	Others (Specify)
	
	

	11
	
	
	

	12
	
	
	


Received in good order items kept in safe custody.

Signature of Employee 

Name 

:

Designation 
:

--------------------------------------------------------------------------------------------------------------------------------

Countersigned 
Signature 


Name 

:

Designation (Site Manager / Unit In-charge)

Date 

:
(RK/SPO/      /96)
Circulation : -           1. Employee                              2. Site
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(Specimen)                                                                                                                                      Annexure 013(4)

RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

MATERNITY LEAVE APPLICATION FORM

Name of the Employee


:

Designation 



:

P.F. No. 



:

Section / Office of Posting 

:

Maternity leave requested for ________ days from ______________ to _____________

Medical Certificate from 
:

Dr. ___________________

Registered medical Practitioner, attached.

Signature of the Employee

Date 
:

------------------------------------------------------------------------------------------------------------------------------------------------

Leave requested for is sanctioned, subject to admissibility.

Mr. / Mrs. / Ms. _________________________________ will look after work of Mrs. _________________ during the period of her absence of leave.

Signature

Designation 
:

Date 

:

---------------------------------------------------------------------------------------------------------------------------------------------

Advice to Accounts Department :- 
The amount of Rs. ________ (Rupees __________________________) is to be paid towards Maternity leave allowance to Mrs. _______________________________.

Signature 

(Unit Manager / Site In-charge)

Date 
:

_________________________________________________________________________________________

Circulation : 
1. 
Original to be sent to Accounts Department for processing payment



2. 
2nd Copy to maintained at Site



3. 
3rd Copy to be forwarded to Site Personnel Department for record along with 


photo copy of payment voucher after disbursement

 (RK/SPO/    /96)
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(Specimen)                                                                                                                                       Annexure 013(5)

RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.
APPLICATION FORM FOR COMPENSATORY OFF
1. 
Name of Employee

:

2. 
Designation 


:

3. 
Employee Code No 

:

4. 
Unit


 
:

5. 
Details of work performed 



on holidays 


a) Date 


:


b) Whether Offday or Holiday
:

6. 
Compensatory off. requested on _______________ in lieu holiday (s) on _________.

Signature of Employee
Compensatory off in lieu of having worked on _____________ is granted / not granted.

_________________    




______________________


Immediate Supervisor




Unit Manager / Site In-charge 


--------------------------------------------------------------------------------------------------------------------------------------

Copy forwarded to Site Personnel Department for record on ___________

Received by Site Personnel Department on ________________

(RK/SPO/    /96)
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Medical Examination for Appointment :-

Every candidate shall be required to undergo a medical examination by an Authorised Medical Officer, at the time of his first appointment to a post under the Company, including appointment on contract or part-time basis, and shall be required to produce a Certificate of fitness from that Authority.

Once a candidate is asked by an authority to produce a Medical Certificate of fitness either

for entry into the Company’s Service or for any other purpose, and has been actually examined and declared unfit, it will not be open to such authority to use its discretion to ignore the certificate that has been produced.

PRE-PLACEMENT MEDICAL EXAM

1. 
Past Occupational History

2.
Clinical Exam / Test to establish base-line data base.

3.
To establish the fitness standards for all categories of job.

Pre-placement Medical Exam :- Should include detail physical examination including vision testing, routine blood, stool, urine examination x-ray, Chest, Blood Group, VDRL, HIV, WIDAL, ESR.

In addition to the above, for Drivers Audiometry Blood Examination, two hours after food, Electrocardiogram, Ophthalmic check up by a specialist. is mandatory.

For Technical crew Audiometry is mandatory.

PROCEDURE FOR MEDICAL EXAMINATION AT THE TIME OF APPOINTMENT.

1.
Prior to Appointment, the appointing  authority shall first ensure that the employee is certified ‘’MEDICALLY FIT’’ by the Company Doctor and hence he shall arrange for his medical examination for and on determination of his physical fitness.

2. 
All new recruits will have to bear the cost of medical examination, which will include 
costs of prescribed tests (General or Specified)

3. 
The appointing authority will then despatch the new recruit to the Pathologist for carrying out the necessary bio-chemistry and pathology tests.

4. 
The new recruit will return to the appointing authority after collecting the lab reports. The appointing authority will then despatch the new recruit to the Company Doctor for a complete 
pre-employment medical examination with the lab reports and his (employee) health data declaration sheet.

5. 
The Company Doctor will study the lab reports and decide on repeat test if required after first administering treatment.  The new recruit will have the options of, only obtaining a prescription from the Company Doctor and purchasing the required medication from an outside source.
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6. 
After the Company Doctor is satisfied with the results of the lab report he will proceed to examine the new recruit towards certifying him physically fit for employment and a suitable medical card will be filled in by the Company Doctor along with the physical fitness report and the medical card.

7. 
The Company Doctor will keep the medical record card in his possession and hand over to the new recruit his lab reports, medical history declaration sheet,  medical fitness report and medical card.

8. 
All reports as stated in point 6  above will be handed over to the appointing authority who in turn will check the reports and hand over a copy of the medical fitness report and the medical card to the new recruit.

9. 
If the medical certificate declares the candidate fit for Service but discloses that the candidate had at an earlier stage suffered from a disease, the records of which in future may incapacitate the candidate, the appointing authority may at its discretion obtain a second medical opinion from a specialist in the concerned disease, before offering the appointment and in such cases, the second medical opinion shall be deemed to supersede the recommendation made by the Company Doctor.  All costs towards this opinion / tests will be borne by the candidate.

MEDICAL EXAMINATION FOR SUSPECTED DISEASES / DISABILITIES.

where the Appointing Authority has reason to believe that an employee is suffering from a contagious disease or physical and or mental disability which in his opinion interferes with the efficiency in discharge of his duties, the Authority may direct the employee to undergo a medical examination.

On the basis of the recommendations given by the Company Doctor, the Appointing Authority may require the employee to proceed on leave or obtain or a discharge from Service.

An employee declared by the Company Doctor to be permanently incapacitated for further Services, shall be discharged from Service.

The medical fee as well as charges incurred on x-ray, Hospitalization, Specialisation fee, where such examinations are considered necessary by the Company Doctor, shall be borne by the employee in case of disease but by the Company in case of disability due to working with Company.

PERIODIC HEALTH EXAMINATIONS

1.
Types - Voluntary or Statutory to check as per list of symptoms / signs laid down in policy.

2. 
Periodicity,  depends on age, type of job, statutory need.

3. 
Detection on Non-occupational diseases.
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Periodic Medical Examination is to be carried out as follows :

Site Personnel :   Once every six month / once a year depending upon the contract.

Base Office Personnel : for  40 Years and above : Once a year


Exceptions for example Diabetic, hyper-tension, cardiac problems need depending on individual basis.

Periodical examinations should include the following :

Detailed Physical Examination 

Routine Blood, stool and urine examination

X - Ray of the chest

E.C.G., Blood Sugar and cholesterol to be done for employees over the age of 40 years.

Other tests as per special categories e.g. Echocardiography.

Lipid Profile : Treadmill Stress Test.

Females : Breast examination and Gynec check ups including Papsmear.

PROCEDURE FOR PERIODIC HEALTH EXAMINATION
1. 
On completion of the medical fitness period as stipulated in the schedule laid down for various categories of employees the appointing authority will despatch the employee for a health examination.  In doing so he will follow the schedule of tests prescribed against the concerned employee category.

2
The employee will then proceed to the pathologist and other specialist if required and then return to the appointing authority after obtaining the results of the tests.

3. 
The appointing authority will then despatch the employee to the Company Doctor for 
health examination along with the results of the tests.

4
The Company Doctor will accordingly examine the employee and note his findings in the baseline medical check up card and then certify the employee fit after indicating 
the category of fitness.

5. 
If in the opinion of the Company Doctor the employee is unfit he will administer treatment and repeat tests till a clear test report is obtained.

6.
An employee is free to obtain treatment from an external source.
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7. 
The Company will bear the entire cost to the periodic health examination, however all cost of treatment will have to be borne by the employee.  Reimbursement of treatment expenses will be limited to that prescribed in the Company’s personnel policy for the concerned category and will only be applicable presently for base office staff.

STANDARD PHYSICAL FITNESS

No specific standards of physical fitness other than stated below have been prescribed :-

The Company Doctor shall exercise his discretion to determine whether the candidate is fit to discharge the duties required of him continuously and efficiently.

To be passed as fit for appointment a candidate must be in good mental and bodily health and free from any physical defect likely to interfere with the efficient performance of the duties of his appointment.

HEIGHT & WEIGHT :
The candidate’s Height will be measured as follows :

He will remove his shoes and this again stand with his feet together and the weight thrown on the heels and not on the toes or other side of the feet.  He will stand erect without rigidity and with heels, Calves, buttocks and shoulders touching the standard, the chin will be depressed to bring the vertex and the head level under the horizontal bar and the height will be recorded in centimeters.

Minimum height and weight standards are :

Site Personnel



:
Height  : N/A







Weight : Male - 48 Kg, Female : 45 Kg

The candidates chest will be measured as follows :

He will be made to stand erect with his feet together and to raise his arms over his head.  The type will be so adjusted around the chest, the arms will then be lowered to hang loosely by the side and care will be taken that shoulders are not thrown upward or backwards.

The candidate will then be directed to take a deep breath several times and the maximum expansion of the chest will be careful noted.

The minimum and maximum will then be recorded in inches.  While recording the measurement, fraction of less than 1 / 2 centimeters should not be noted.

EYES :
The candidate Eye-Sight will be tested in accordance with the following rules : The result of each test will be recorded.  There shall be no limit for the minimum naked vision.
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The standard for distant and near vision with or without glass shall be as follows :

	Distant Vision
	Near Vision

	Better Eye
	Worse Eye
	Better Eye
	Worse Eye

	(1)
	(2)
	(3)
	(4)

	6 / 9 or 
	6 / 9
	0.6
	0.8

	6 / 6
	6 / 12
	0. 6
	0.8


Note :-
1. 
When the age candidate at the time of appointment is 35 years or more, the corrected visual acquity will be reduced by one step

2. 
The total amount of Myopia shall not exceed - 8.00 D and total Hypermetropia shall not exceed + 6.00 D in the case of candidates above the age of 20 and -6.00 D and + 6.00 in the case of those upto the age of 20.

NIGHT BLINDNESS :

Night Blindness need not be tested as a routine but only in special cases.

OCULAR CONDITIONS OTHER THAN VISUAL ACUITY :

Any organic Disease or a progressive refractive error which is likely to result in lowering of Visual acuity should be considered as a disqualification.

TRACHOMA :

Trachoma unless complicated shall not ordinarily be a cause for disqualification.

For regular appointment One eyed persons are to be regarded as unfit.  However, one eyed individuals may be considered for contractual employment, provided the visual acuity in the functioning of eye is 6/6/ for distant vision and 0.6 for near vision and the refractive error is not more than + / -4.00 D.

BLOOD :

Blood should be examined and complete blood count should be recorded.  Hemoglobin should be above 14 Grams in Male and 13 Grams in Female if less than stated limit then treatment by way of iron Injection / tablet should be administered.  If the count fails to rise despite administering of Iron investigate the cause, for example, Malaria,  Hook Worm, etc.  Total white Cell count of 7 to 11,000 is normal.  If the count exceeds 11,000 then the cause should be treated and the test repeated.

	
	Issued by
SPO
	Approved By

JWH CMO
	Date

960401
	Chapter    014

	
	Control No.
Ref : 189
	Effective

IMM
	Replace
	Page

   006            

	SUBJECT   
	MEDICAL EXAMINATION OF EMPLOYEE RULES  


BLOOD PRESSURE :

The Company Doctor will use his discretion regarding blood pressure.  A rough method of calculating normal maximum systolic pressure is as follows:

Note : -

As general rule, any systolic pressure over 140 and diastolic above 90 should be regarded as suspicious and further investigated.  The investigations should indicate where the rise in blood pressure is of transient nature due to excitement etc. or whether it is due to any organic disease.

If a person is higher tensive then with treatment it should be 140/90 and he should be explained about regular treatment.

URINE :
Urine should be examined and the result recorded if sugar is present, the Doctor will proceed with the examination and will also specially note any signs or symptoms suggestive of diabetes, if except for Glycosuria the Doctor finds the candidate confirms to the standard of medical fitness required be may pass the candidate ‘’ fit subject to Glycosuria being non-diabetic’’ and he will refer the case to specialist.  The Specialist will carry out whatever tests he considers necessary including blood sugar tolerance test and will submit his opinion to the Company Doctor upon which he will base his final opinion fit or unfit.

STOOL :
Stool should be examined and recorded.  If Cysts, Ova, Parasites, Protozoa, and occult blood is seen, give remedial treatment and repeat the test.  The repeated test report should be clear.

EARS :
Candidates hearing in each ear should be good and there should be no sign of disease.  In the event of any defect, opinion from a specialist should be obtained, provided that if the defect in hearing is remedial by operation or by use of hearing aids.

A candidate can not be declared unfit, provided he / she has no progressive disease in the ear.

SPEECH :
A candidate’s speech should be without impediments.

TEETH :

A candidates teeth should be in good order and that he / she provide with dentures wherever necessary for effective mastication (well-filled teeth) will be considered as sound.
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CHEST :
Chest should be well formed and its expansion sufficient.

Heart and Lungs should be sound, any diastolic murmur, cardiac enlargement is a case for rejection.  Any evidence of active Pulmonary Tuberculosis is sufficient for rejection.

ABDOMEN :

Check abdominal tenderness, masses, fluid abnormal distention, bowels tones, enlargement of liver or spleanor kidneys.  For pain over liver, spleen, kidneys, bladder distention, pulsation or Aorta and prostrate.

HERNIA :

Any Hernia is cause for rejection until corrected.

HEMORRHOIDS OR FISTULA :

Severe Hemorrhoids of Fistula and or rectal abscesses are cause for rejection until corrected.

GENITALIA :

Venereal diseases are cause for rejection until corrected.  Phimosis, ; Since venereal Ulcers can not be seen, should be corrected by circumcision.

VARICOSE VEIN AND VARICOCELE :

Moderate to sever cases are cause are for rejection.

HYDROCELE :
Any evidence is cause for rejection until corrected.

NEUROLOGICAL :
Any neurological defect to be rejected.

SPINES, FEET, ANKLE & HANDS :

Any disability over 30 percent of ankle, hand or feet is sufficient for rejection.

Any limitations of motion of the ankles is evidence for rejection.  Flat feet of such a nature as to incapacitate or become aggravated by work or be alleged later to been caused by accident or occupation is evidence for rejection.

SPONDYLOLISTHESIS :

Spondylolishesis is cause for rejection.

DEFORMITIES :
Deformities are not cause for rejection.  If in the judgement of the Doctor they will have no effect in Job performance.
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EXTREMITIES :

Any old fracture of an extremity if asymptomatic and no limitation of motion is not evidence for rejection.

The employee particular job must be taken into consideration when there is a limitation of motion.

Any bony weakness due to Osteomyelities or Tuberculosis is cause for rejection.

Missing Fingers or Toes or parts thereof are not cause for rejection.  If in the judgement of the Doctor they will have no effect on the job performance.

SKIN DISEASE :

Any form of skin disease is cause for rejection until corrected.

COMMUNICABLE DISEASE :

Any form of communicable disease is case for rejection until corrected.

Medical Examination for Leave :

1
Every application for leave, or extension of leave, on medical grounds, shall be accompanied by a Medical Certificate from Registered Medical Practitioner / approved E.S.I. Doctor, as the case may be.

2
In case where the leave applied for is for less than 3 days, the sanctioning authority may, at its discretion, waive off the condition of production of Medical Certificate.

3
No employee who has been granted leave on Medical Certificate shall be allowed to return to duty unless he produces a Medical Certificate of Fitness from the same Registered Medical Practitioner / approved E.S.I. Doctor, as the case may be, who had earlier recommended leave.

Residuary Powers :

Every case which is not covered by these rules, or which requires relaxation of the same, shall be referred to the Personnel Department from obtaining decision of the Chairman.
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	SUBJECT   
	MEDICAL EXAMINATION OF EMPLOYEE RULES  


MEDICAL RECORDS 

NEED 

1. 
Management’s concern for employees.

2. 
Industrial relations Issue

3. 
New Legislation

4. 
Compensation Costs increases

5. 
Increased Public Awareness of hazards.

6.
Demand for accountability of productivity and cause of accidents

7. 
Fulfill contractual obligations.

OBJECTIVES

1. 
For Statutory performance

2. 
For Epidemiological Investigation

3. 
For comparing health status at any point with previous data

4. 
For Legal Fitness / Medico - Legal Safety


CATEGORIES 

A. 
Individual Records


- 
Paper / Computerised Records


- 
Record of each Episode of sickness or Injury.

B 
Activity Record


- 
Statistical Analysis and Feed-back


- 
Statutory obligations, mainly for hazardous process / work environment 


- 
For the benefit of Employees and authorities

C. 
Record of employee


- 
Once in six months - If Employee has notifiable disease and if employee leaves employment.


- 
If required by specified authorities if demanded by Employee or his Doctor. 
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	SUBJECT   
	MEALS ON DUTY


Employees working at Unit will be entitled to meals on duty as per the Units specification, but on default basis the following meals on duty are applicable to the employee.  

	Sr. No.
Sr. No
	Category
	Breakfast
	Lunch 
	Tea 
	Dinner

	1
	J 1 - J 2 - S 1-  S 2 - Staff 
	One North Indian  / South Indian Break fast preparation + Tea  / Coffee

Egg Preparation - Twice a week

(One Egg - for 1 Person)
When Non availability of South Indian / North Indian Breakfast then  - Bread to be served
	Rice

Dal

One Vegetable

Pickle

Non-veg - two meals in a week

Papad & Fruit - On Sunday for one meal
	Tea or  Coffee

2 Biscuits
	Rice

Dal

One Vegetable

Pickle

	2
	E 1, E 2 -

Executive 
	One North Indian / South Indian Breakfast

One seasonal Fruit Tea or Coffee Egg preparation - thrice a week . One Egg - One person. When Non availability of South Indian / North Indian Breakfast then  - Bread to be served 
	Rice

Dal

Two Vegetable

Pickle

Chapati

Non-veg - six meals in a week (When non-veg served then only one vegetable to be served)

Papad & Fruit - for two meals for a week
	Tea  or Coffee

2 Biscuits
	Rice

Dal

Two Vegetable

Pickle

Chapati
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	SUBJECT   
	MEALS ON DUTY


	Sr. No.
Sr. No
	Category
	Breakfast
	Lunch 
	Tea 
	Dinner

	3
	E3 Sr.Executive  and above 
	Eggs to order

Cornflakes 

OR 

Oats with milk

OR

Any Indian Breakfast.

Tea 

OR 

Coffee

Bread with preserve

Cost of breakfast per person should not exceed Rs.10/-
	One Salad

Rice 

Dal

Two Vegetarian

OR

One Veg

One Non-veg

Dessert 

OR 

Fruit

Pickle

Cost of Lunch per person should not exceed Rs.20/-

	Tea or Coffee

2 Biscuits

OR

Cake
	One Salad

Rice 

Dal

Two Vegetarian

OR

One Veg

One Non-veg

Dessert 

OR 

Fruit

Pickle

Cost of Dinner per person should not exceed Rs.20/


 E 3 Sr.Executives & above Breakfast & Lunch will be served in the Executive dining Restaurant of which the menu will be totally at the discretion of the Executive Chef.  .

For Festivals & Occasions i.e. Diwali, X-Mas, New Year special food should be made available which should consist of One Salad + Two Vegetarian + One Non-veg + Pulav + Dal + One Dessert.  
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	SUBJECT   
	LOANS AND ADVANCES


LOANS
An employee who has completed minimum two years of service with the Company with good proven track record, can apply for a loan not exceeding Rs.3,000.00.(Rupees Three thousand) 

Loan application should be forwarded in writing to the Unit In-charge who in turn will forward to the Operational Manager / Personnel Manager.  The Unit In-charge before forwarding the application should scrutinizes very minutely whether the employee is actually in dire need of funds.  Please note it will be totally at the discretion of the Management whether to disburse the loan or not.  

Recovery of the loan will be done on installment basis which will be informed accordingly to the employee.  Minimum recovery on installment basis will be Rs.500.00 per month.  Loans once sanctioned to an employee can not be sanctioned again at least for next two years.

ADVANCE AGAINST SALARY 

Advance against salary will be done only in cases of emergency.  Employee should fill up his  Advance Authorisation Form which should be forwarded to the Unit In-charge for his Authorisation.  

Unit In-charge before Authorising such advances should always note i.e. advances should not exceed to amount more than his net salary for that particular month.  Advances on salary should not be given for more than two time in a year.

Residuary Power :

Cases not covered by or requiring relaxation of these Rules shall be referred to the Personnel Department for consideration and submission to the Chairman for decision.
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	SUBJECT   
	LOANS AND ADVANCES


(Specimen)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD 

AUTHORISATION FOR ADVANCE

1
Name of Individual 

: 
____________________________

2. 
Designation 


: 
____________________________

3. 
Employee Code No. 

: 
____________________________

4. 
Working Unit / Site 

: 
____________________________

5. 
Date of Joining Unit 

: 
____________________________

6. 
Advance Amount Requested
: 
____________________________

I hereby authorise the Company to deduct the above mentioned amount as advance taken.

__________________







_______

Signature of Employee







D  a  t  e 

FORWARDED BY :

______________________________

UNIT MANAGER / SITE IN-CHARGE

FOR OFFICE / ADMINISTRATIVE USE

--------------------------------------------------------------------------------------------------------------------------------------

a
Date received 


:
__________________________

b 
Wage Rate 


: 
__________________________

c. 
Wage earned till date 

: 
__________________________

d. 
Advance admissible 

: 
__________________________

e. 
Actual Advance requested 
: 
__________________________

f. 
Amount paid 


: 
__________________________

g
Amount debited to Wage A/C 
: 
__________________________

_______________





______________

AUTHORISED BY 





APPROVED BY 

* 
Advance shall not exceed more than 75% of his earned wage till date.

* 
Request for advance only after 25th of every month

Circulation :- 
1.  Accounts 



2.  Site Personnel 



3 . Site 

RK/SPO/    /96
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