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1. () Describe the work performance at reception desk if you were employed as Front
Office Assistant. 4

()  Write the procedure for processing Foreign Currency received. 4
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2. Why it is important for the following departments to co-ordinate with the Lobby ?
()  Front Office
()  Telephones
(i)  Housekeeping

(v) Stores
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3. Write about the following briefly :
()  Guestarrival and departure procedure
@  VIP guestarrival procedure
(i)  Lostand found procedure
(v) Difference between cancellation and amendments
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4. Describe briefly how the linen keeper will take care of
()  Security
()  Exchange of linen
(i)  Inspection
(v) Guests Personal Laundry

o ¥ I FHig fR [ e efatad #f S hd R

) gun
(i) fo== fafg
i) Fder

(v) rfafEt & foo aet @ gerg

171 2



()  Name the kind and type of detergents used for cleaning of guest rooms and public
areas. 4

@  How will you get rid of bed-bugs, silverfish, cockroaches, rats and mice in order to
keep the accommodation areas sanitary and hygienic ?
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