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[0 O A hotel aims to create a home away from home for all thetraveling guests who need restC] food and drink.
The Front Officeof a hotel is not only its "shop window"[J but also its "nervecenter. It is the first point that is
contacted by an arrivingguest[ it is the information center during his/her stay[] and it is thelast point contacted
when he/she leaves. In the eyes ofguestsC] the Front Office clerks are the representatives of thehotel. The Front
Office staffs efficiency and personalityare of great importance to the realization of the hotelsaim. The importance of
the Front Office cannot beoveremphasized.[J [0 The Front Office sometimes is also called thereception area. Ina
large hotelO different functions asregistering] assigning rooms[] distributing keysd etc.[0 areclearly handled by
different employees. The Front Office islocated usually close to the main entrance. It is composedof several
sections. The first section is the ReservationDesk[1 where the reservationist responds appropriately toguestsC]

[ travelO agentst] [J andO referralJ networkcommunications concerning reservations arriving by maillJ direct
telephoneld fax or central reservation system referral. The second section is the place where the receptionisthandles
the registration processl] and the receptionist is often thefirst contact the guest has with the hotel personnel. The
thirdsection is called the Information Desk[J where guests can ask anyinformation that they want to know.
Concierge services arecommon in European hotelst] but their introduction in Americanhotels is a relatively recent
development. A concierge must beunusually resourceful and knowledgeable about the hotel andsurrounding
community.
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