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HOTEL AND RESTAURANTS
1. Tourism

* Introduction of Tourism

» Components of Tourism

* Importance of Tourism in Nepal

» Sustainability Tourism — Village, Health
2. Food & Bevergae

* Food knowledge

» Classification of food and beverages

* Principles of cookery

» Kitchen terms
3. TERMINOLOGIES

* French and English

» Terminologies used in restaurant, front office Andsekeeping
4. 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 andedtelol, sodium, carbohydrates, food

allergies and vegetarian diets

* Evaluating menu
5. TOOLSAND EQUIPMENTS

» Service equipments

» Office equipments

» Kitchen equipments

» Emergency equipments
6. PERSONAL HYGIENE & GROOMING

* What is Hygiene and Grooming ?
7 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, pktesbottles
» Complaints handling procedures

* Organizing functions, banquets

* Room service

» Billing procedures

* Food Safety

* Restaurant Safety

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

» Celilings, Walls, Furniture and Fixtures

* Bed, Linens and Uniforms

» Carpets and Floors

* Tubs, Toilets and Vanities

* Maids Carts

» Decoration of room and other common areas

» Preparing a room report

» Control desk - Role of the control desk / Type&ebisters and Files maintained
* First Aid

» Fire Safety

» Evacuation in Emergency — Fire, Earthquakes, FlemdisTerrorist Attack
FRONT OFFICE DEPARTMENT

* Introduction

* Layout

» Organization chart



10.

11.

12.

13

14.
15.

* 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
M anagement
* Introduction
* Meaning of Leadership
* Leadership and its types
* Importance of team building
* Communication skills, communication barriers & ax@mning barriers
» Staffing
* Meeting Management
» Delegation of authority
* Motivation in organization
» Decision making and problem solving in differenttsen of lodge and hotel
Reward and Punishment
* Relevant action for all behaviour
» Firing legal requirement
» Conflict management and negotiation skills with aesvand punishment
Customers Relation Service (CRS)
* Introduction
»  Social Skill and salesmanship
* Complaint handling
Works Systemsand Control
* Introduction of implementing and monitoring worksgem
» Planning and organizing skills
* Quality control
» Control of stock levels
» Control of wastage
* Food and beverage cost control
Knowledge on CTEVT's rules and regulation
Eﬁw I T U TawEs
Instructional Skills
» Develop a lesson plan
» Develop a session plan (5D method)
» Demonstrate a skill
* Use basic platform skills



* Give an illustrated talk

» Prepare wall charts / flip charts

» Develop powerpoint slides

» Develop performance guide

* Develop product rating instrument

» Construct knowledge test

Develop multiple -choice test items.

16. EFI'!ﬁT'l'Q'HT FFLIX TN

® Microsoft Office (Ms-Word, Ms-Excel, Powerpoint) T AR |
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