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Issue No. @Y+

Circular to all hotels No. 95

Dear Director of Human Resources
Cc  General Manager

The Egyptian Hotels Association “EHA” in coordination with the Ministry of
Tourism and Antiques “MOT&A”. Have the pleasure to announce the launching of
its training program catalogue which is desi gned and developed to enhance the
work force skills and ensure the quality of services provided to our tourists.

(COMMITED TO EXCELLENCE 4™ SEASON)

The program will commence July 01 2021 for six months.

The self-explanatory bounded catalogue and schedule was prepared based on latest

training need analysis conducted by “EHA”. The catalogue will show the
following:

Training subject’s profile

Targeted staff

6 month training planner

Length of program

Training arrangements will be requested
Contact persons in your area to coordinate with.

I count on your support and thank you in advance Jor a well appreciated efforts.
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Target Groups:

Registration:

Deadlines:

Acceptance:

Cancellation:

Changes:

Information:

PRACTICAL INFORMATION

Use the attached training requirement per Department to identify
who needs to take the course and as guideline in registering

employees to attend the course.

Use the application form at the back of the catalogue when
registering employees. Please contact our regional coordinator

(contact list at the back).

deadlines for registering any employee is7 days prior to the start
date.It is vital that the deadline is adhered to in order for the EHA

Training Department to plan the course.

Shortly after registration, a confirmation will be made by our
regional coordinator declaring whether employee’s registration

has succeeded or failed.

If for some reasons an employee is unable to attend a course on
which he has been registered, regional coordinator must be
notified minimum 7 days prior to training start date. (cancelation

fee will be send when decision will be ready).

The EHA Training Department reserves the right to change any

of the courses if seen necessary.

If you need any further information, the EHA Training

Department would be very glad to assist you.



3.1 - INDUCTION

Induction are carried out the first 30 days of employment of each month except the
Month of Ramadan.

The induction’s are for all newly hired staff disregarding position or function in the hotel.
Purpose:
The purpose of the two days induction course is to give new staff the opportunity to get a formal
Induction to hospitality business concepts, rules, personal grooming and
appearance, basic of telephone manner, customer care, health and safety,

and quality rules.

Range:
v Introduction to hospitality business, and who is who in a hotel organization chart.
v" Interdepartmental communication (basic)
v Personal appearance, grooming and body language.
v" Quality assurance and its application within a hotel.
v" Telephone techniques basic.
v" Environmental health and safety basic.
v The rules and regulation for conduct (the Do’s and Don’ts).
v" Customer care.
v’

Sexual harassment and people’s culture.

Length of Course: Two full training days

Registration: Please contact the EHA regional coordinator.
Targeted staff: all newly hired staff, all levels



3.2 - HACCP

Purpose

HACCP is a systematic approach to identify and controlling hazards that could

pose a threat to the safe production of food.

To inform staff on “Hazard Analysis Critical Control Points” and what action to

take in case of hazard occurs.

The course is mandatory for all the food & Beverage handlers and all the executive

team members as a HACCP champions

Length of Course:

5 days
Range:
¢ Introduction for food safety and hazards.

e Types of food hazards

Sources of food hazards

Principles of food safety

HACCP system

Targeted staff: All FB handlers, HR, Purchasing, Stores, Receiving and

Maintenance.

Registration: Please contact the EHA regional coordinator.



3.3 - FOOD & BEVERAGE SKILLS

The entire glamor and the facilities in the hotel are useless without our staff. The
Opinion of our guests will be mostly influenced by the service they receive.

This is to ensure that we will provide all our guests with the highest level of Food

&Beverage service.

Range:

¢\

Grooming and hygiene for FB service staff
Food terminology

Types of restaurants and cuisines

FB service sequence.

Beverage knowledge.

Suggestive selling

Methods of cooking.

Serving FB in guest room.

T RN 5 A N K N S

Banquet service.

Length of Course: 5 days

Targeted staff: All FB service staff including room service and

banqueting.

Registration: Please contact the EHA regional coordinator.



3.4 - FRONT OFFICE SKILLS

Staff will be able to learn and practice all needed skills in the front office areas,

reservations, guest relation, front desk and bell service.
Range:

Introduction

FO organization chart

Front office tasks

Reservation tasks

Guest relation tasks

Bell captain tasks

% 8 R S % N N

Upselling technique

Length of Course: S days

Registration: Please contact EHA regional coordinator.



3.5-HOUSE KEEPING SKILLS

The significant role of housekeeping is a cornerstone in guest satisfaction SUrveys
here the HK staff will be able to learn and practice new

techniques and ways to do their part more effectively.

Range:

Introduction

Cleaning principles

Cleaning tools

HK daily discrepancy reports.
Enter and cleaning a guest room.
Room amenities and stationaries.
Awkward situations and how to act.
Importance of master key.

Turn down service.

Serving VIP and room amenities.

Public areas cleaning.

LR R &K KN KR K /5 K 8 5 %

Daily, weekly and periodically deep cleaning schedules.

Length of Course: S days

Registration: Please contact EHA regional coordinator.

Targeted staff: all housekeeping staff, all laundry staff and all newly

hired in front office.



3.6 - STEWARDING SKILLS

Stewarding is the hygiene agent to maintain stewarding and hygiene in food and

beverage product areas.
v Chemical safe use and provide sanitizer.
v" Maintaining clean.
v" Waste management.
v" Maintain department stores.
v" Handling and supply equipment.
Holding inventory, replacement and storage.
Cleaning and maintenance schedules.

Implement and follow pest control schedules.

% "N R %

Documents control.

Length of Course: 5 days

Targeted staff: All stewarding staff and recommended all newly hired in

FB service and kitchen staff,

Registration Please contact EHA regional coordinator.



3.7 - Train the Trainer

As it is a basic skill for all supervisors and head of departments to have.

The only way to keep your service and product standard at the highest level and
gaining the guest satisfaction is how the middle management are able to pass and
enhance the staff productivity and qualification throughout cascade a sustain
training to employees.

Train The Trainer is a chance to let middle management to get a theory and
practical apply their presentation skills.

Length of the course

Full 5 training days

Targeted staff

All supervisors and Head of departments in all departments.

Course outlines

Purpose and goal of training.

The different training methods.

Cost of both training and non-training.
Learning process.

Communication skills.

Measuring training results.

Using audio visual training aids.

On the job training method.

Orientation.

Self-learning and apply technology methods.

LALRRALAAKR



3.8 - Hospitality Supervisor Skills Development

As a supervisor, effective supervisory skills are essential to maintaining a
positive environment at work. A great supervisor needs “hard skills” to
improve systems and “soft skills” to improve people. Hospitality
supervisor skills program will satisfy both a high-performance in
workplace and lead a winning team.

Length of program
5 full training days.

Targeted staff
All Supervisors at all departments as well as the Head of departments.

Course outlines

You as a supervisor

Improving employee performance.
Scheduling and staffing.

Time management.

Handling problems and conflict.
Communication and training.
Interviewing techniques.

R T T
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training coordinators contact list
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