Spring 2003 – 2004

52 148 Front Office Operations

Midterm Exam

PART I: Answer the following questions
01. Why Job Description shall be prepared before Job Specification? (2 Point)

02. List the 5 different departments that decompose the Rooms Division Department? (2.5 Points)

03. List any two positions in the hotel where coordination and collaboration (i.e. Dotted Lines Relationship “----“) is needed. Explain briefly for each couple of positions why this cooperation is important for the hotel. (4 Points)

04. List briefly some of the advantages of the fully automated system over the manual system as far as the pre-arrival stage is concerned. (3 Points)
05. What right arises when a Travel Agency and/or Tour Operator fails to communicate their Final List by the Cut-Off Date? Shall hotels use this right automatically? Why or why not? (3 Points)
06. Explain briefly some of the undesirable reasons of overbooking? (3 Points)
07. Why should hotels maintain very good relation-ships with their competitors especially in the same geographical area? (2 Points)

08. List the two important equipments, used by the reservation department, in the manual system, to determine room availability. (2 Points)

09. Why is it impractical to pre-register all and each potential guest under the manual system? What are the two exceptions to that? (3 Points)
010.  List any 3 methods of payments that might be used to settle guest accounts? (3 Points)

PART II:
BJK hotel consists of 168 rooms. Mr. Adrian Ilie has been newly hired for the position of a reservation clerk.
Mr. Ilie was given the following information at hand (all updated and concerning the night of April 09th, 2004): 

( Number of rooms reserved: 



69 rooms

( Number of rooms occupied by stay-overs:

73 rooms

( Forecasted No Shows Percentage


8.5 %

( Forecasted Under-stays Percentage 

12.5 %

( Forecasted Overstays Percentage 


06 %

( Forecasted Cancellation Percentage 

09 %

( Forecasted Number of Out of Order Rooms 
05 rooms

Suppose you are the Rooms division manager in BJK hotel. Since Mr. Ilie is newly hired, he knocked your door and wanted your assistance. Could you help him come out with:

a) Number of rooms that needs to be overbooked according to the Potential Solution solved in you class sessions (3 Points)
b) The Forecasted Occupancy Percentage assuming that BJK Hotel reserved all the rooms expected to be available for sale plus the additional overbooked rooms (2 Points)
c) The Overbooking Factor (0.5 Points)
GOOD LUCK!!!
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