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Unit 1 Room ReservationUnit 2 At the AirportUnit 3 Check in[lJUnit4 Check in[2]Unit5 Bell ServiceUnit 6
HousekeepingUnit 7 Laundry ServiceUnit 8 Information DeskUnit 9 Business CenterUnit 10 Dinning Hall
[1]Unit 11 Dinning Hall [2]Unit 12 MaintenanceUnit 13 ComplaintsUnit 14 Check outAppendix [0 [0 [
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O O Part1 0O Textd O Job Description of the Booking Service[l [0 SUMMARYL[ [0 The booking service is all
dedicated to providing the guests with a professional service in a relaxing and welcome manner.[J [ ESSENTIAL
DUTIESO [0 Responsibilities vary considerably in details depending on different positions.The Reservationist's
primary responsibility is to book and upgrade group telephone reservations] and process individual telephone
sales. This includes entering groupd sO in the Gateway Ticketing System[] mailing out confirmations. Other
responsibilities include contacting groups in the event in which advance payment is not received by a specified
deadlineld soliciting information from groups as to their future plans and/or other sales related information[]
general maintenance of reservations filesC and general office and clerical duties as needed. Reservationists will be
trained to perform as box office cashiers and telephone operators] and expected to perform those and other
general guest service duties as necessary.
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