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5. Training Design:
5.1 Training needs analysis with customers anghéntcipants
5.2 Training courses and training packages in uldlt friendly environment
5.3 Training materials such as reading materiatgepted and non-projected visuals
5.4 Training sessions for child /adult learning iemwvment
5.5 Training follow-up

6. Training Delivery and Evaluation:
6.1 Training session management
6.2 Participants; knowledge, skills and attitudempto training
6.3 Participants' gain in knowledge and skills.
6.4 Training Evaluation

7. Writing Documentation:
7.1 Writing reports
7.2 Filling system and communicate accordingly
7.3 Documentation system of trainings

8. Others
8.1 Training follow-up and report to concerned auities
8.2 Customer care agent to various technical ssrarad other customers
8.3 Consultancy services to INGOs
8.4 Facilitate workshops / meeting
8.5 Monitor training programs
8.6 Perform consulting and continuing trainingksas
8.7 Yearly plan of operation
8.8 Planning and estimating organizational budget
8.9 Maintenance system of the organization

9. Physical abilities
9.1 Physically and mentally fit to work

10. Instructional Skills
10.1 Develop a lesson plan
10.2 Develop a session plan (5D method)
10.3 Develop PowerPoint slides
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1. TOURISM
* Introduction of Tourism
» Components of Tourism
* Tourism in Nepal
* Importance of tourism in Nepal
» Sustainability Tourism — Village, Health
* Destination Tourism
» Adventure Tourism
2. FOOD & BEVERAGE
* Food Knowledge
» Classification of food and beverages
* Principles of cookery
* Kitchen terms
3. HOTEL AND RESTAURANTS
* Types of hotels
» Types of restaurants and bars
» Difference between café, coffee shop and bistro
* Fast food culture
* Authentic, ethnic restaurants
» Different departments of the hotel and its fa@bti
4. TERMINOLOGIES
* French and English
* Terminologies used in restaurant, front office Andsekeeping
5. MENU
* Introduction to different types of menu
» Factors influencing menu planning
* Components of menu planning
« Standard recipes
» Determining standard portion costs for menu items
* Determining overall standard food and beveragéscos
*  Pricing menus
» Dietary concerns related to calories, fats andedtetol, sodium, carbohydrates,
food allergies and vegetarian diets
* Evaluating menu
6. TOOLSAND EQUIPMENTS
* Restaurant
* Front Office
* Housekeeping
» Kitchen
7. PERSONAL HYGIENE & GROOMING



10.

ORGANIZING FOOD & BEVERAGE DEPARTMENT
. Introduction

. Layout

. Organization chart

. Job description

. Qualities of F&B personnel

. Sizes and shapes of tables

. Table cloth sizes

. Organizing side board

. Restaurant setup

. Taking and recording orders

. Service rules

. Service styles

. Carrying and clearing techniques of glasses, pktesottles
. Complaints handling procedures

. Organizing functions, banquets

. Room service

. Billing procedures

FRONT OFFICE

* Introduction

* Layout

* Organization chart

» Job description

* Qualities of Front Office personnel

* Room types and facilities

» Guest registration process

» Checkout and account settlement

* Communication and Guest Services

* Handle mail and messages

* Arrange room transfer

» Safe deposits, lost and found

* Front Office Accounting

» Front Office Audit / Revenue Management
» Telephone courtesy

» Sales techniques

» Complaint handling

* Night audit

» Abbreviation used in front office
HOUSEKEEPING DEPARTMENT

* Introduction

* Layout

* Organization chart

* Job description

* Qualities of Housekeeping personnel

* The Role of Housekeeping in Hospitality Operations
* Environmental and Energy Management
* Planning and Organizing the Housekeeping Department
* Managing Inventories

» Controlling Expenses

»  Safety and Security



* Managing an On-Premises Laundry
* Importance of cleaning
*  Guest Room Cleaning
*  Proper use of cleaning agents
* Public Area and Other Types of Cleaning
* Ceilings, Walls, Furniture and Fixtures
* Bed, Linens and Uniforms
» Carpets and Floors
* Tubs, Toilets and Vanities
» Decoration of room and other common areas
* Preparing a room report
» Control desk
* First Aid
* Fire Training
11. HUMAN RESOURCESDEPARTMENT
* Introduction
* Layout
* Organization chart
» Job description
* Qualities of Human Resources personnel
* Employment Laws and Applications
* Job Analysis and Job Design
* Planning and Recruiting
» Staff selection
» Orientation and Socialization
* Training and Development
* Evaluating Employee Performance
» Compensation Administration
* Incentive and Benefits Administration
* Labour Unions
* Negotiation and Collective Bargaining
» Safety, Discipline and Ethics
» Turnover, Discipline and Exits
» Social Responsibility and Ethics
12 ANCILLARY DEPARTMENTS (BACK OF HOUSE)
» Maintenance and Engineering, Transport, Security
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