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1.

TOURISM

e Introduction of Tourism

* Promotion of Tourism

¢ Components of Tourism

* Importance of tourism in Nepal

e Sustainability Tourism -Village Health
e Various type of Tourism

e Tourism Publicity

FOOD &BEVERAGE

Food Knowledge

Introduction of Beverage & Classification
Classification of Food and beverages
Objectives of Cookery

Layout Plan

Indian & Nepali Herbs & Species

HOTEL AND RESTAURANTS

Types of Hotels

Types of Restaurants and bars

Difference cafe, coffee, shop and bistro

Fast Food culture

Authentic, Ethnic Restaurants

Different Department of the Hotel and its Facilities

TERMINALOGIES
French and English
Terminologies used in restaurant, front office and housekeeping / kitchen

Menu

Introduction to different types of menu

Factors influencing menu planning

Components of menu planning

Designing of local product

Standard recipes

Determining standard portion costs of menu items
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* Determining overall standard food and beverage costs

e Pricing Menus

« Dietary concerns related to calories, fats and cholesterol, sodium, carbohydrates, food allergies
and vegetarian diets

e Evaluating menu

» Continental Breakfast

* Indian Breakfast

e American Breakfast

6. TOOLS AND EQUIPMENTS
e Restaurant

* Front Office

« Housekeeping

» Kitchen

7. PERSONAL HYGIENE & GROOMMING
* Food Poisoning

8. ORAGANIZING FOOD & BEVERAGE DEPARTMENT

* Introduction

e Layout

e Organization chart

¢ Job description

e Qualities of F&B personnel

¢ Sizes and shapes of tables

* Table cloth sizes

e QOrganizing side board

e Restaurant Setup

e Taking and recording orders

e Service rules

e Types of service

e Types of Beverage

e Types of bar

e Carrying and clearing techniques of glasses, plates and bottles
e Complaints handling procedures
e Organizing functions, banquets
* Room service

e Billing procedures

¢ Food Storing procedures

9. Front office

* Introduction

e Layout

¢ Organizing Chart

e Job Description

e Qualities of Front Office personnel
¢ Room types and facilitates



10.

* Guest registration process

* Mode of Reservation

e Checkout and account Settlement

e Qver booking and Handling complaints
e Communication and Guest Services

¢ Handle mail and messages

¢ Room change

¢ Handling VIPs

e Safe deposits, lost and found

¢ Front Office Accounting

*  Front office Audit / Revenue Management
¢ Telephone Courtesy

e Sales Techniques

e Complaint handling

¢ Luggage handling

¢ Night Audit

¢ Front Office Terminology

HOUSEKEEPING DEPARTMENT

* Introduction

e Layout

¢ Organizing Chart

e Job Description

e Qualities of Housekeeping Personnel

* The role of Housekeeping Hospitality Operation
e Environmental and Energy Management

¢ Planning and organizing the Housekeeping Department
* Management Inventories

e Stock taking Procedures and Record

e Safety and Security

* Managing an On-Premises Laundary

* Importance of Cleaning

e Guest Room Cleaning

* Proper use of cleaning agents

¢ Public area and other Types of Cleaning

e Area Inventory List

e Ceilings, Walls, Furniture and Fixtures

» Frequency Schedule

*  Bed, Linens and uniforms

e Contract cleaning —Types and Method

e Carpets and Floors

¢ Tubs, Toilets and vanities

» Decoration of room and other common areas
* Preparing a room reports

e Control Desk

» First Aid

e Fire Training



11. HUMAN RESOURCES DEPARTMENT

e Concept of Human Resource Management
e Layout

¢ Organization chart

» Job orientation

* Qualities of Human Resources Personnel
« Employment laws and applications

< Job description and job specification
« Planning and Recruiting

« Staff selection

¢ Organizational culture and values

e Training and development

¢ Objectives and Goals

* Appraisal Process and method

e Compensation administration

e Concept of Public Relation

* Incentive and benefits administration
* Labour unions

* Need of Motivation

* Negotiation and collective Bargaining
« Safety, discipline and ethics

e Turnover, discipline and exits

* Social responsibility and ethics

12. ANCILLARY DEPARTMENTS (BACK OF HOUSE)

¢ Maintenance and engineering, transport, security
e Fire safety

e Types of fuel

* Fuel safety

e Calculation of Electricity Energy
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13. 9 Microsoft office (Ms word ,Ms Excel, Ms Power point) &w=dr st
93.2 E-mail internet ,Tally Basic Trouble shoot
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