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June, 2018 

BHY-003 : FRONT OFFICE OPERATIONS 

Time : 3 hours 	 Maximum Marks : 100 

Note : Attempt any five questions. All questions carry 

equal marks. 

1. With the help of a chart, explain the hierarchy of 
the Front Office department. What are the duties 
and responsibilities of a Front Office Assistant ? 	20 

2. Explain the classification of hotels on the basis of 
location. 	 20 

3. Write the duties and responsibilities of the 
following Front Office personnel (any two) : 2x10=20 

(a) Telephone Operator 

(b) Front Office Cashier 

(c) Night Auditor 

(d) Bellboy 
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4. Write about the following (any two) : 	2x10=20 

(a) European Plan 

(b) American Plan 

(c) Continental Plan 

(d) Bermuda Plan 

5. With the help of a chart, explain the layout of a 
Front Office department. 	 20 

6. Explain the procedures followed at the following 
sections (any two) : 	 2x10=20 

(a) Reception 

(b) Registration 

(c) Cash desk 

(d) Concierge 

7. Write a note on handling difficult guests in a 
hotel. 	 20 

8. Write a note on the etiquette of Front Office 
services. 	 20 

9. Write in brief about the following (any two) : 2 x10=20 

(a) Duty Roster 

(b) Wake-up Calls 

(c) VIP Arrivals and Handling 

(d) No-show of Guests in Hotels 
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10. Write the coordination of the Front Office 
department with other departments of a hotel. 	20 

11. Explain the role of MICE in the development of 
tourism in the present context. 	 20 
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