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Part 1 The Front DeskUnit 1 At the EntranceUnit 2 At the Reception Desk[d 100 Unit 3 At the Reception Desk [ 2
O Unit 4 At the Information DeskUnit 5 Room ReservationsUnit 6 Check - in ServiceUnit 7 Check - out
ServiceUnit 8 Depositing BaggageUnit 9 Settling ComplaintsPart 2 Housekeeping DepartmentUnit 10 Chamber
ServiceUnit 11 Wake - up Call ServiceUnit 12 Room ServiceUnit 13 Laundry ServiceUnit 14 MaintenancePart 3
Food and Beverage DepartmentUnit 15 Booking SeatsUnit 16 Seating GuestsUnit 17 Taking OrdersUnit 18
Serving DishesUnit 19 Settling AccountsPart 4 Business CenterUnit 20 Booking TicketsUnit 21 Exchanging
MoneyUnit 22 Remittance, Packages and E - mailsPart 5 Health and Recreation Center Unit 23 At the Health
CenterUnit 24 At the Beauty SalonUnit 25 RecreationReferenceAppendix
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00 O Introduction] [ Maintenance services is to ensure that the hotel provides an important guaranteefor
high-quality service. High-quality hotel must make sure that the facilities in itare all in good conditions. Once an
emergency problem or failure of its facilities ap-pear, Engineering Department must provide fast, high-quality
service. They mustdeal with the failure or solve the problem in the first period of time, and reduce the
in-convenience to a minimum. The scope of maintenance services include : room facilitiesand electrical equipment
maintenance, as well as dealing with the emergency cases. Ifthese chores are not properly performed, the guest will
be unhappy and certainly willnot return.OJ O The Engineering Department must not only maintain the electrical
system, but al-so take charge of microphone or movie projector hook-ups for conferences. If a largetrade show is
going to be held with many exhibitors' booths, the Engineering Depart-ment will spend a lot of time on the set-up.
00
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