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OBJECTIVE H I:

To assign one person from each department to coordinate departmental training to ensure that the
effectiveness and professionalism of departmental training.
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To simplify the procedures of communication coordination between the Hotel Training Department
and all other departments.
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APPLICATIONS B :

1.

Qualification of Departmental Trainer
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*  Must have passed the Training-The-Trainer course and obtained the certificate.
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* At least at Supervisory level.
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* Very familiar with Standard Operations Procedures of the department.
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* Beresponsible has good communication skills and interpersonal skills.
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Responsibilities of Departmental Training Trainer
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* Assist Division /Department head to ensure all staff attends necessary training.
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* Assist Division /Department head to record and maintain training records for all staff in own
area.
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* Conduct /Coordinate Departmental Orientation for new staff .Assist/Monitor new staff, newly
promoted & newly transferred staff with New Employee Training Checklist (NETC)
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*  Plan ongoing training for the area/department to upgrade staff’s skills/knowledge.
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* Ensure that departmental trainers (within the area /department) be skillful, and training
sessions be prepared and conducted professionally.
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* Review guest feed back . guest complaints. staff performance to determine training needs,
develop training programs wherever necessary and coordinate conduct training sessions
accordingly.
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* Attend Training Trainer Meeting organized by the Hotel Training Department and provide
weekly/monthly training plan.
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* Conduct departmental grooming check, telephone courtesy check. Hotel Product Knowledge
check as well as company culture check.
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* Participate in all projects as assigned by the Hotel Training Department.
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STATEMENT OF POLICY
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1. Conduct departmental training effectiveness
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