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81200100 (Hotel Services) : 23 Aauiaibg 13134 4 LKA

1. Front Office 3. Food Production
3.1 Executive Chef
3.2 Demi Chef

3.3 Commis Chef

3.4 Chef de Partie

3.5 Commis Pastry

1.1 Front Office Manager
1.2 Front Office Supervisor
1.3 Receptionist

1.4 Telephone Operator

S 1.5Bell Boy 3.6 Baker

E . 3.7 Butcher

f:; 2. House Keeping

¢ 2.1 Executive Housekeeper 4. Food and Beverage Service
Eg 2.2 Laundry Manager 4.1 F&B Director

g. 2.3 Floor Supervisor 4.2 F&B Outlet Manager

> 2.4 Laundry Attendant 4.3 Head Waiter

% 2.5 Room Attendant 4.4 Bartender

Z—f; 2.6 Public Area Cleaner 4.5 Waiter

=



o

N13LAKNIY (Travel Services) : 9 Gigtii

1. Travel Agenéies
1.1 General Manager
1.2 Assistant General Manager
1.3 Senior Travel Consultant
1.4 Travel Consultant
2. Tour operation
2.1 Product Manager
2.2 Sales and Marketing Manager
2.3 Credit Manager
2.4 Ticketing Manager

2.5 Tour Manager 0
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ASEAN Common Competency Standards Framework for Tourism Professionals

Division 1 - Hotel Services

Secondary
Primary Job Index
Labour Item Labour Number Job Titles Item Competency Standards
Division (JIN)
Division
HOTEL Core Competencies
1 Work effectively with colleagues and customers
2 Work in a socially diverse environment
3 Implement occupational health and safety procedures
4 Comply with workplace hygiene procedures
5 Maintain hospitality industry knowledge
1.1 FRONT OFFICE Generic Competencies

1 Communicate effectively on the telephone

Promote hospitality products and services

Perform basic clerical procedures

Use common business tools and technology

Access and retrieve computer-based data

Develop and update local knowledge

Manage and resolve conflict situations

Speak English ata basic operational level 25
Perform basic First Aid procedures
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ANT1AI9TW ACCSTP
—

ASEAN Common Competency Standards Framework for Tourism Professionals

Division 1 - Hotel Services

Secondary
Primary Job Index
Labour Item Labour Number Job Titles Item Competency Standards
Division (JIN)

Division

HOTEL
1.1 FRONT OFFICE

HFO.01 Front Office Manager Functional Competencies

1 Establish and maintain a safe and secure workplace

2 Manage quality customer/guest services

3 Prepare and monitor operational budgets

4 Manage financial performance within a budget

5 Manage stock purchases and inventories

6 Manage legal requirements for business compliance

7 Establish and maintain a business relationship

8 Monitor and manage workplace relations and diversity
9 Manage the effective use of human resources

10 Recruit and select staff

11 Monitor staff performance standards

12 Conduct a staff performance assessment process

13 Prepare and deliver training sessions B
14 Conduct training for a small group %
15 Monitor and evaluate the effectiveness of fraining outcomes
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