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O Introduction [0 Unit 1 Room Reservations[] Unit 2 At the Reception Desk(] Unit 3 The BellmanJ Unit4
At the Information Desk[d Unit 5 The Cashierl] Unit 6 Settling Guest’ S Complaintst] Unit 7 The Business
Center and the General SwitchboardJ Consolidation Part 1 THE HOUSEKEEPING DEPARTMENTLC

O Introduction] O Unit 1 Guiding the Guests to Their Rooms[J O Unit 2 Chamber Service[J [J Unit 3 Special
Services[J [J Unit 4 Laundry ServiceJ [J Unit 5 Miscellaneous ServicestJ [J Unit 6 Wake—up Call Service[J

O Unit 7 The Maintenance Service in the Guest Rooms[] [ Consolidation Part 1 FOOD AND BEVERAGE
DEPARTMENTO O Introduction O O Unit 1 At the Bar[J [J Unit 2 Seating the Dinersd [I Unit 3 Taking
Ordersl] O Unit 4 Serving Dishes [ Unit 5 Birthday Party[] (I Unit 6 Ways of Paying[] [ Unit 7 Western Food
and Buffet[] O Consolidation Part 1 SHOPPING ARCADED [J Introduction [J [J Unit 1 At the Tourist
Souvenir Department[] [0 Unit 2 At the Textile and Knitwear Department[] [ Unit 3 At the Arts and Crafts
Department] [0 Unit 4 At the Pharmacy and Foodstuff Counter] [0 Unit 5 At the Chinese Seal Cutting

[0 Paintings and Stationery Counters [1 [ Unit 6 At the Cashier’ S Desk[ etc.[] [0 Unit 7 At the Cultural and
Recreational Articles Department[] [0 Consolidation Part 0 HOTEL MANAGEMENTO O Introduction O

0 Unit 1 Hosting Guestst] [ Unit 2 Sales Promotion] [0 Unit 3 Public Relationst [0 Unit 4 Settling Complaints
O O Unit 5 Dealing with Special Problems] [0 Unit 6 Interview and Orientation [ Unit 7 At the Manager’ S
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