INNARCHIVE

Hospitality Library

DEPARTMENTAL TRAINING PLAN
Front Office

Training Topic Time Duration  Targeted Methods @$ Trainer

Employees NETE

Day 1 : ::?ggjg;lrr\]g j(())ttr)] (E)recs:glrliz?ig?lzs 2 Hours Newcomer Discussion O
Day 2 : nga Eg 32;’\':5; tgseprztt?(;]resystem 2 Hours Newcomer Practical O
Day 3 [Briefing about check-in process 2 Hours Newcomer Practical O
Day 4 [How to deal with guests requests 2 Hours Newcomer Theoritical O
Day 5 [How to use Visa, Master cards machines 2 Hours Newcomer Practical O
Day 6 [How to make check-out process 2 Hours Newcomer Theoritical O
Day 7 [How to use the Vingcard machine 2 Hours Newcomer Practical O
Day 8 [Briefing on how to take a reseravation call 2 Hours Newcomer Theoritical O
Day 9 [Room categories and amenities 2 Hours Newcomer Practical O
Day 10 [The Ideal way of taking a message over the phone 2 Hours Newcomer Theoritical O
Day 11 [How to make room assignement to the arrivals 2 Hours Newcomer Practical O
Day 12 [How to check the Arrival expected 2 Hours Newcomer Practical O
Day 13 (Briefing about STC, Gulf Air cards 2 Hours Newcomer Theoritical O
Day 14 |Information about the hotel facilities 2 Hours Newcomer Theoritical O
Day 15 : _'ﬁ;mc;zegzggizgimk 2 Hours Newcomer Theoritical O

Newcomer Name: Departmental Trainer Name HOD Name
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