Semester — 1 BHM -103T: Accommodation & Front Office Foundation -I
Theory: 4 Credits

Practical: 2 Credits
Objectives: This module is prescribed to appraise students about Hotel’s rooms division and its basic
function.
Course Contents:
Unit — 1 Accommodation Sector: - Introduction, Concept, and its importance; Types &
Classification of Hotels on different basis; Star Categorization, Heritage Hotels and others in India,
Organisation Structure of Hotels; Origin, growth and development of Hotel Sector in India.(ITC, The
Taj Group, The Oberoi Group), Foreign Hotel Chains in India — Hilton, Marriott, Hyatt
Unit — 2 The Guest Accommodation: Guest Rooms, Types, Layouts, Salient Features, Description,
Guest Room amenities, supplies and services, Floors, Room Name List Patterns, Guest Elevators,
Floor Pantries, Guest Safety on Floors, Guest Safety Procedures during Fire, emergencies
Unit — 3 Hotel Front Office: Front Office Introduction, Functions and its importance, Different
sections of the front office department and their layout and importance — Reservation, Reception,
Concierge, Bell desk, Lobby, Telephones, Cashier, Inter and Intra- department coordination.
Organisation structure of Front Office, Key Responsibilities, Job Descriptions, Attributes of Front
Office Personnel, Uniform and Grooming Standards.
Unit — 4 Hotel Housekeeping: Introduction, Meaning and definition Importance of Housekeeping,
Sections of Housekeeping, Responsibilities of the Housekeeping department, a career in the
Housekeeping department. Housekeeping Department: Organizational framework of the Department
(Large/Medium/Small Hotel), Role’ of Key Personnel in Housekeeping, Job Description and Job
Specification of staff in the department, Attributes and Qualities of the Housekeeping staff — skills of
a good Housekeeper, Inter departmental Coordination with more emphasis on Front office and the
Maintenance department, Hygiene and Grooming Standards of Housekeeping Personnel.



