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Career in Hotel Industry




1 What Are Their Jobs?
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receptionist operator housekeeper bellboy

chef waiter/waitress hostess bartender



What Are They Wearing in the Pictures?
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suit

bow tie
neckerchief
uniform
T-shirt

apron
hat
skirt
gloves

blouse

tie
name badge/name tag
pants/trousers

jacket
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lll Self-introduction

Luke
Hotel Receptionist

Steve Roberto Marina

Hotel Manager ~ Chef  Restaurant Manager

Jenny

Naomi Front-of-house

Waitress Manager

Hi, I am Steve. I am the hotel manager.

Hello. My name is Naomi. [ work for **** Restaurant.



General Manager
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Audit Front Desk Housekeeping  Maintenance Sales

(a) Departments of a limited-service hotel

General Manager
I
| | | | |

Food & Human Marketing & .
Rooms Accounting
Beverages Resources Sales

Reservation Food Production Employee Sales Managers Assistant Controllers
Front Desk Food Service Recruitment Finance Operations
Housekeeping Room Service Benefits Manager Purchasing
Laundry Beverage Manager Training Storeroom
Security Convention & Food & Beverage
Engineering Catering Controller
PBX Stewarding Credit System

(b) Departments of a full-service hotel (under 500 rooms)

¢

~
()
o
o
o
=1
o.
e
@
=



R, 75 2 BEPDRIE U5 M) : www. ertongbook. com



Hotel Departments




1 Front Desk

irpoans=l 1IBlS |910H Jo} ystjbug

1. Job Responsibilities

Handling reservation inquiries

Taking reservations

Changing, cancelling & confirming reservations
Checking in guests

Giving information

Explaining things

Finding solutions to problems

Offering (to) help

Receiving phone calls




2. Vocabulary

Words

receptionistn. (/5. AT, 2HELAN ) EFR

upsell v. iBN$EE

reservation n. 12y, FiT
breakfast n. £&

suite n. EF

plug/socket n. #fk / 1 EE
bellman/bellboy n. [ 1%E; 7R
passport n. 158

signature n. 2%

occupancy n. BE

Phrases

arrival date #i& H #8

departure date 22 H

family room REERE

in cash/by credit card & / 5B+
garden room FEERE
Identification Card S4}E

tariff n. X%t; MEBEF*
payment n. 3%, ff
deposit n. 1T%&

availability n. 3] Ft; B
bill n. T

registration n. it ; S
cancellation n. BUH

invoice n. k&

arrival time Z/J3A ff[g]

twin room B3k 8 A KA AF
double room WA ja]

single room E A [g]

business center &4 Huls

room rate BB}
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3. Room Types

Room Types Number of Beds Number of Guests

Single Room

Twin Room

Double Room

4. Expressions

Good morning, how may I assist you?
Room reservation. What can I do for you?
What would you like, suite, single room or twin room?
The rates are 1,100, 1,500 and 5,500 yuan.
Excuse me. May I have your name?

How many people come with you?

May I have your passport?

How would you like to make the payment?
Please sign your name here.

May I have your signature here?

Thank you for calling.




Would you like me to take a message?
This is your hotel card.

This is your luggage.

Your room number is 1226.
Breakfast begins at 6 a.m.

Have a good time staying in our hotel.

syuaunreda [930H

Would you dial # first then country code, area code and
telephone number?

The booking office usually sells tickets 7 days in
advance.

Would you mind filling in the registration form?

I’1l check our room availability.

This is your room bill, please check it.

5. Conversations

R =Receptionist G = Guest
Check-in (I)

R: Good afternoon, madam. What can I do for you?

RECEPTION

G: Good afternoon. I want to check in.

R: Yes, do you have a reservation?

G: Yeah, my name is Lily White. I booked a business room online.

R: Sure, let me pull up your reservation. Oh, yes Mrs. White, you will have a
business room for two nights. All our rooms are non-smoking.

: That’s OK.

: May I have your passport?

: Of course.

: Mrs. White, how would you like to make the payment?

: Credit card.

: Mrs. White, your room number is 1228 and this is your room card.

: Thanks, what’s the begining time of breakfast?

: The breakfast begins at six o’clock and the dining room is on the fifth floor.

Qa ® am”® = 0 =FQ

: Thank you very much.

11 .
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R: You are welcome. Have a good time staying in our hotel.

Check-in (II)

R

A~ QO ® O

Q

QR QRO

: Good afternoon, sir. How may I assist you?
: Good afternoon, check in please.
: Have you made a reservation, sir?

: Yes, and this is my passport.
: Thank you Mr. White, just a moment please, Il check the arrival

list. Thank you for waiting, we do have your reservation, a single - ® i
room, non-smoking, stay three nights. Is it all right? e, A

: Yes.

: May I have your signature here?

: OK.

: How would you like to pay, in cash or by credit card?
: By credit card. Here you are.

: Thank you, here’s the room card and your credit card. Your room number is 1821.

Enjoy your stay here.

: Thank you.




