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1. Explain the following : 2×7=14

(a) Diary System of Reservation

(b) Non-Confirmed Reservation

(c) Room Rack

(d) Sample Room

(e) Manual Complaints

(f) Concierge

(g) Reservation Slip.

Unit I

2. What are the duties and responsibilities of

Front office management in a 500 room five

start hotel ? 14

3. What qualities should be observed while hiring

staff for front office department ? 14

Unit II

4. Give a comprehensive list of equipment used

at Front desk along with their uses. 14

5. What are the various types of rooms available

in a large hotel ? 14

Unit III

6. Explain in detail, how reservations are amended

and cancelled in a large hotel ? 14

7. Write notes on the following : 7×2=14

(a) Systems of Reservation

(b) Issues while handling group reservation.

Unit IV

8. What are different types of complaints you

may face in a hotel and how will you handle

them ? 14

9. Discuss the duties and responsibilities of a

Lobby Manager in a 400 room’s property. 14
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