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Objective H#s:

The Hotel provide opportunities for promotion to employees who have demonstrated above-average work

performance, ability, efficiency and conscientiousness to allow them growth and advancement to more

responsible and rewarding jobs.
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Procedure F2/7:

As a policy, the Hotel encourages promotion of qualified employees to attain the following:
VER—TRBUE, RS BRA VERA R TR T, DUXEBLT B 6:

1.To attract and retain better qualified employee;
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2.To utilize employee skills, capacities, and training to the fullest;
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3.To provide opportunities for progressive development of employees;
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4 To maintain a high level of employee performance.
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In general, promotions can be made only if there is a vacant regular position or to a newly created
one. To fill such a position, promotion of an existing in-house qualified employee is preferred to
hire.
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Only employees who have attended at least 50% of the Management Training Program can be
considered for promotion to a Management position.PS, Management position refer to hotel band
6 and above positions.
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An employee will normally be placed on trial run period for not more than 3 months in a higher
rated position to determine his capabilities to assume the functions of that position in regular
status. This may be reduced upon satisfactory performance and justification from department
head or GM in writing. After probation, if his/her performance in the new position is satisfactory,
he/she may be regularized.
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Basis for Promotion 7B i 3 4 5k

All promotions should be based on qualifications and merit.
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1.0nly employees who have completed probationary period are eligible for promotion
consideration.
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2 There should be no second promotion within a six months period for any employee.
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Qualifications refers to an individual’s attributes such as general and specialized experience,
education and training, leadership qualities, personality, etc., in relation to the position for which
he is being considered.
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Merit pertains to the recognized achievements of the employee including the quality of past work
performance, work attitudes, efficiency and adequacy of work output.
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Attendance and behavior are also taken into account. In some cases, seniority may be
considered.
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Procedure

B

1.The intended promotion is discussed with the Human Resources Department and the related
Department Heads. The evaluation for the concerned staff should be conducted by the related
Department Heads.
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2.Upon conclusion, the Human Resources Action form is filled and submitted with the Employee
Performance Appraisal for necessary approvals / signatures from all related Departments.
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3.The General Manager will discuss with Human Resources Leader before making a decision.
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e 4.n case of approval, the Human Resources Department will issue the copy of approved Human
Resources Action form to concerned department and Finance department. The original one will
be kept in the employee’s individual file in the Human Resources Department. All promotions
will be signed by the General Manager.
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