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	面談評估 interview assessment


	Overall Appearance

外表
	
	Above Average             Average                      Below Average

	
	Is intelligent and well-groomed

應徵者是否精神奕奕，穿著整齊，裝扮得體合宜
	(1st    )        5           4          3           2           1
(2nd )        5           4          3           2           1

	
	
	

	Personality

個性
	Is courteous, sincere, positive, respectful, pleasant and friendly

應徵者的態度個性是否真誠有禮，積極，尊重及親切和善
	(1st   )        5           4          3           2           1

(2nd )        5           4          3           2           1

	Adaptability

適應力
	Is self-demanding, disciplined, adaptable and get along with people

應徵者自我要求高，自律，適應力強且與人互動能力佳
	(1st    )        5           4          3           2           1

(2nd )        5           4          3           2           1

	Maturity

成熟度
	Thoughts and behavior are presented in mature manner

應徵者思想行為成熟
	(1st    )        5           4          3           2           1

(2nd )        5           4          3           2           1

	Job Knowledge

知識背景
	Has relevant work experience and sound knowledge about the job

應徵者具備相關工作經驗及知識
	(1st    )        5           4          3           2           1

(2nd )        5           4          3           2           1

	Self Confidence

自信心
	Shows very firm belief, self-assured and asks relevant questions

應徵者能以肯定的姿態對應問題
	(1st    )        5           4          3           2           1

(2nd )        5           4          3           2           1

	Conversational Ability

應對技巧
	Fluent, lively, well organized and expressive.

應徵者的回答清晰流利且具條理
	(1st    )        5           4          3           2           1

(2nd )        5           4          3           2           1

	Overall Interview

整體表現
	Is qualified and suitable for the position and team
應徵者的興趣與特質符合該職位及團隊
	(1st    )        5           4          3           2           1

(2nd )        5           4          3           2           1

	Comments 意見:


	面試總結INTERVIEW RESULTS

	1st  Interview
	Interviewed by :
	□
	Recommended
	(
	Declined

	
	Date :
	 To :
	(Dept.)
	

	2nd  Interview
	Interviewed by :
	□
	Accepted
	(
	Declined

	
	Date :
	
	
	
	

	Reference Check   □ 1st  Check          □ 2nd Check ______________     □ Reject. Reason _______________

Status                        □ Keep in file      □ Reply sent

	Hiring Recommendation
	APPROVAL TO HIRE

	Division/Department
	Division / Department Head
	Head of HR

	Position                                                              Grade
	
	

	Monthly Salary                                 After Probation
	Deputy Financial Controller
	Financial Controller

	Commencement Date
	
	

	Manning Budget
	FT
	Intern
	Current
	FT
	Intern
	On Hand
	General Manager
	

	
	
	
	
	
	
	
	
	

	Salary Scale     NT$
	Remarks
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APPLICATION FOR EMPLOYMENT
Employee No.___________
	申請職位
Position desired
	第一選擇1st  choice
	

	
	第二選擇 2nd choice
	


	個人資料 PERSONAL INFORMATION

	中文姓名Chinese Name
	

	英文姓名English Name
	

	出生日期Date of Birth
	
	身份證或居留證號I.D Card No
	

	婚姻狀況 Marital Status
	□單身Single                  □已婚Married ( 子女人數No. of Children ______ )

	國籍Nationality
	__                           □一般General  □外籍配偶 Foreign spouses  □外籍學生Foreign students

	身高Height
	體重Weight
	血型Blood type

	兵役Military Status
	□役畢Served
	□免役Exempt
	□未役Not Served

	戶籍地址Permanent  address □□□-□□


	現居地址Current address □□□-□□                                                                                    □ 同上 The same



	電子郵件E-mail
	

	電話Telephone
	
	手機 Cell Phone No.
	

	希望待遇Expected salary  NT$_______________
· 依公司規定
	可否上夜班、輪班、兩頭班    □ 是 Yes      □ 否 No 

Willing to work at night,  a rotating shift, split shift?

	可以上班日期Date available for employment

	交通Transportation 
	□大眾運輸Bus/MRT
	□機車Motor
	□汽車Car
	□其他Other______


	教育程度EDUCATION

	
	學校名稱

School/College 
	科系

Department/Major
	年/月 ~ 年/月

Y/M ~Y/M
	取得文憑

Degree/Cert. Obtained

	最高學歷

Highest Education
	
	
	
	

	次高學歷

Technical/Other Institution
	
	
	
	

	目前進修課程

Present Studies
	
	
	
	

	實習課程

Internship
	
	
	
	


	經歷EMPLOYMENT HISTORY
(從最近經歷開始填寫Please list most recent first)

	公司

Company 
	部門Department
	職稱Position
	時間

年Y/月M ~年Y/月M
	薪資

Monthly Salary
	離職原因

Reason for Leaving

	
	
	
	      年       月 ~       年      月
	
	

	
	
	
	      年       月 ~       年      月
	
	

	
	
	
	      年       月 ~       年      月
	
	

	
	
	
	      年       月 ~       年      月
	
	


	語文能力LANGUAGE SKILLS

	
	聽Listening
	說Speaking

	
	流利
Fluent
	好
Good
	普通
Fair
	不佳
Poor
	流利
Fluent
	好
Good
	普通
Fair
	不佳
Poor

	英文English
	
	
	
	
	
	
	
	

	日文Japanese
	
	
	
	
	
	
	
	

	中文Chinese
	
	
	
	
	
	
	
	

	其他Others
__________
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	能力檢定

Certification
	托福TOFEL___________
	多益TOEIC___________
	全民英檢GEPT_   _______

	
	雅思IELTS____________
	日檢JLPT____________
	其他Others __________


	專業技能PROFESSIONAL SKILLS

	證照

Certificate
	□調酒證照Bartending Certificate   _________
	廚師證照Certificate of  Culinary    □廚師證

	
	□救生員證照Life guard certificate _________
	□中餐           級  □西餐          級  □烘焙          級

	
	□心肺復甦術CPR                          _________
	□教練證Coaching Certificate          _________

	
	□汽機車駕駛執照Driver license    _________
	□衛生安全證Health and safety certificates _ ___

	
	 □電腦技能Computer Skill            _________
	□其他Others                                    _________


	工作資料及相關記錄查詢REFERENCE 

	請提供兩位現任或以往雇主的姓名，以查詢你的工作資料及品格記錄。
Please provide at least 2 professional references.

	姓名Name
	任職公司Company
	職位Position
	電話Telephone

	
	
	
	

	
	
	
	

	
	
	
	


	個人嗜好及興趣HOBBIES & INTEREST

	


	緊急聯絡人 EMERGENCY CONTACT(具親屬關係者Must be of kin)

	姓名Name
	
	關係Relationship
	

	電話Telephone
	

	地址Address
	


	其他資料ADDITIONAL INFORMATION

	是否曾被解雇或裁員？

Have you ever been dismissed from any employment?
	□否/No
	□是/Yes

請陳述 state nature ____________

	是否有任何犯罪記錄?

Have you ever been convicted of a criminal offence?
	□否/No
	□是/Yes

請陳述 state nature ____________

	是否曾患重大疾痛、傷害或接受任何手術？如有，請簡述。

Have you ever suffered from any serious illness, injuries or operations? If yes, please state.

· 否/No       □  是/Yes ________________________________

	是否認識本飯店任何員工?

Are you acquainted with any person currently employed by the Hotel?

·  否/No      □  是/Yes,      姓名Name ______________     單位/職稱Dept./Position_______________

	身份類別Identity Category
□   一般General
□  原住民Aboriginal    (族別Racial category                  ______ )
□  生活扶助戶 Low -Income Families
□  身心障礙者Handicapped  ( 障礙別:              _____   □輕度身障、□中度身障、□重度身障  )

□  已申請老年給付Has applied for old-age benefits 



聲明Certification & Signature
本人在此位申請上所填報之一切皆屬事實，如有隱瞞或虛報，願接受無償之立即解雇處分。同時，本人同意接受職前健康檢查並了解體檢合格是雇用的先決條件。如被雇用，本人同意遵守飯店所有政策及規章並無異議。
I certify that to the best of my knowledge, the information given by me in the application is true and correct. I understand that if I am employed, any misrepresentation or omission by me herein will be sufficient cause for dismissal from the service of The Okura Prestige Taipei without notice or payment in lieu of notice. I agree to undergo the necessary pre-employment medical examination and understand that a satisfactory result is a pre-requisite for employment.

If employed, I agree to abide by the Hotel’s policies and rules.

___________________________


_________________________
申請人簽署Signature of applicant



日期Date









PHOTO










人力資源部2011/12/21
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