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| Hél[ﬁp thugen
mai quan he tot trono cudc SONQ
giup chung ta thanh cong
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Bai |

Moi quan hé gia
b phan qudn gia (Housekeeping) va tac bén
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N MUC TIEU

Sau khi hoc xong bai hoc nay ngudi hoc ¢6 kha nang:

Xac dinh dugc cdc moi quan hé giira bo phan Quan gia va cacho
phan khac trong khach san
\

ngoai khach san

Q Nhan biét dugc cdc moi quan hé giira bo phan Quan gia bén

Phoi hop dudc giiia cac phong ban dé hoat dong bo phan
Quan gia troi chay
/

Q Giao tiép, hop tac tot véi cacbo phan khac trong khach san.
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|-Moi Lien he tong vipe
V01 tac bo phan trong Khach San
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| -Mai lien hé cong vidc vai cac bo phan trong khach San
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-M0i lien ho cong viec vai cac bo phan trong khach San

o Baotr, stia chiva phong theo dé

xué’t .

o Stfa chira thiét bi may maéc
o Thongbao phong hu
o Bao phong stia xong.
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-M0i lien ho cong viec vai cac bo phan trong khach San

do an, thic uong cho khach
luu tru

C\ D khay thic an, trai cay trén tang
A " hang vai khu vuc nha hang
(\ %do bé phan quan gia (Housekeeping)

cung cap.
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1-loi Lion ho cong viec voi cac bo phan trong khach San

o Muavatdung, hanghéa ® @

o Mua may moc khi bo phan quan
gia (Housekeeping) can dung

o Ho tro tim cac dich vu khackhi bo
phan phong can dén.
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-M0i lien ho cong viec vai cac bo phan trong khach San

o Quan ly vé ngan sach, chi phibo
phan quan gia (Housekeeping)

o Phoi hop kiém ke tai san, hang
héa dinh ky.
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-M0i ien ho cong viec vai cac bo phan trong khach San

CUSTOMER

4 [N o
S\ e
¥

Yéu ciu vé cic PHONG MAU dé bo
phan quan gia (Housekeeping) chuan
bi trudc, chao cho khach hang xem.
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|-Moi lien h@ (dno vidc vdi cac b phdn trong H@s@n
/s 1\, R ) YRV
| 4
L0 W w8
o Tuyén nhan vién cho bo phan
o Ho tro kiém diém, khién trach nhan
vién vi pham

o Khen thuong nhan vién
o Ho trg huan luyén nhan vién.
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-M0i lien ho cong viec vai cac bo phan trong khach San

] |
o Kiem soat khach san.

o Kiém tra viéc ra vao ctia nhan vién.
o Xt ly tinh hudng

cua khach, nhan vién
o Quan ly vé an toan
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2-Moi Lidn hd tdno vie
llooal khach san
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¢-Mloi lien he cong viec ngoai khath San

PEST

HOUSEKEEPING) @y ey

LAUNDRY CHEMICALS

SERVICES SUPPLY
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¢-Moi lion h@ cong viec ngoal khach san

o Chia sé kinh nghiém, thong tin
hay cho hoat dong bé phan quan
gia (Housekeeping)

o Muon extra bed, vat dung, do
dung...

o Ho tre giat do vai khi may moc hu.
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¢-Moi lion h@ cong viec ngoal khach san

o Cung cap cacvat dung, hang hoa st
dung trong bo phan quan gia
(Housekeeping)

o Tuvan chat luong hang héa st dung

o Tham khao veé gia ca.
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¢-Moi lion h@ cong viec ngoal khach san

o Kiém soat con tring dich hai trong
khach san

o Xt ly khan cap cac tinh huong con
trung dich hai phat sinh trong
khach san.
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¢-Mloi lien he cong viec ngoai khath San

Chemical supply
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¢-Moi lion h@ cong viec ngoal khach san

o Cung cap dich vu giat i cho bo
phan quan gia (Housekeeping) va
khach hang luu tra tai khach san.
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¢-Moi lion h@ cong viec ngoal khach san

o Lau kinh mat ngoai dinh ky

o Cung cap dich vu vé sinh cong cong
cho khach san

o Bao dudong cac loai san khi khach san
can.
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TONG KET

. (6 bao nhiéu méi quan hé giita b6 phan HK va cacbén?

2. Mai quan hé giita bé phan HK bén trong Khach san gom nhiing bo

phan nao?

. Dé Bo phan HK phong nam dudc cac thong tin vé: (ong suat
phong, Extra bed, Baby cot, Khach VIP...can lién hé véi bo phan
nao?

. Mai quan hé giira bo phan HK bén ngoai Khach san gom nhiing ai?
Lién hé véi dong nghiép cii ¢6 lgi ich gi trong cong viéc quan ly bo
phan HK?



M.
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DINH BIEN NHAN SU
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” MUC TIEU

Sau khi hoc xong bai hoc nay ngudi hoc ¢c6 kha nang:

> Dinh bién dugc nhan su cho bd phan Housekeeping

Tinh toan va phan cong dugc cong viéc theo cong suat
phong

> Chia dugc ROSTER trong thang cho nhan vién budng
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ROOM SIDE - MONTHLY ROSTER FOR JANUARY, 2016

Hotel: NIKKO 255  Rooms |
OCCUPANCY (%) 70 73 80 8 90 45 50 65 75 90 95 65 55 55 50 63 73 40 79 8 90 95 98 95 98 65 70 65 70 85 68
No. Name Shift | 1 2. 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 3
HK Thu Fri  Sat  Sun Mon Tue Wed Thu Fri  Sat Sun Mon Tue Wed Thu Fri  Sat Sun Mon Tue Wed Thu Fri_ Sat Sun Mon Tue Wed Thu Fri @ Sat
SUPERVISORS
1 SUP 1 A1 o - o - AL O o
2 SUP 2 a | B B1 O B1| O B1 O B
3 SUP 3 A1 AL B o o ) B o
4 SUP 4 a1 | Bl o O [PH1 PH2 o o AL
5 SUP 5 B1 - o o o o
ORDER TAKERf CLERKS
CLERK 1 A1 o o AL [BHd ) PH2 o
CLERK 2 B1 [BH o o Al Ad o Al AL o
CLERK 3 A4 | B1 A1 B1 O - AL A1 . B1, O - B1 B1 Al B1 O B1 A1 . B1, O B1
STAFFS
1 full time A1 - o o] - o] AL O
2 Turndown/ full time B1 o - o} O AL o]
3 Turndown/ full time B1 o AL O o - o] ._ o}
4 Runner/Night/ full time [o] AL O o (o} o]
5 Runner th& Ifull time A1 - B1.,B1 B1 B1 B1 C ¢ o B1,B1 B1 B1 B1, € O B1 B1 B1 B1 B1 € O B1 B1 B1 C C cC O AL
6 Al Bl O - BA - BI Bi O - o B1 BI Bl O ' B1. AL B
7 Full time O | AL o] o} [e]
8 Full time o} O [ AL o] o]
9 Full time - o} - (o] AL O o]
10 Full time AL O - o o} o] (o]
11 Full time o o AL o . ) - o
12 Full time o] o] o} AL o] (o]
13 Parttime o] o o o o0 (o] o o
14 Parttime o O o o o] (o] o O #”ﬂ o] (o]
15 Parttime o o o o0 o] o f o
16 Parttime o o o0 ololo ’vé’ \ oo
17 Parttime o o o o o o / \ o o
18 Parttime o o 0 o o o o} o o
19 Parttime o o o o o O % (o] e [o}
20 Parttime o o o o] o o
21 Parttime o] [ IR e) o o % fo) o
22 Parttime 00 o o o o o] M o 0
23 Parttime o o o o oO9go / o o] o
24 Parttime o o Q o] o O 7o o] (o]
Number of staff on duty 13 1 13 15 15 16 8 9 12 14, 16 | 17 12 10 10 9 11 13 7 14 15 16 17 18 17 18 12 13 12 13 15 12
A1: 6:30HRS - 14:30 HRS B :12:00 HRS - 20:00 HRS AL :Annual Leave
Prepared by A2: 7:00 HRS - 15:00 HRS B1:14:30 HRS - 22:30 HRS PH : Public Holiday Approved by,

A3 :

8:00 HRS - 16:00 HRS

Cc

1 22:30 HRS - 06:30 HRS



<. 1. DINH BIEN NHAN SU o

Hé s6 bu trir nhan su (HSBTNS)

Ap dung cho nhiing vi tri 6 nhan vién lam viéc 365 ngay/nam

= Theo bé luat lao dong thuc té nhan vién dudc nghi it nhat:
= 52 ngay OFF + 12 ngay phép + 10 ngay lé (10x3) = 94 ngay

S0 nhan vién can = so NV/ca x HSBTNS x s0 ca

<0 Xem phn dién gidi bén dudi



< 1. DINH BIEN NHAN SU T

A. Nhan vién lam phong (Room attendant)

* Khach san ¢6 140 phong

* 1nhan vién lam 14 phong/ngay (cho qui trinh dung tiéu chuan)

* S0 nhan vién can lam vé sinh moi ngay: 140/14= 10 nhan vién

 (ong xuat phong binh quan la 80%

* Vay: S0 luong nhan vién khu vuc phong can: 10¥80%= 8 nhan vién
Dé c6 thé bu trir nhan vién nghi tuan, 1é va phép Nhan vién can la:

8x1.34=10,72 lam tron la 11 Nhan vién lam phong

Vi cach tinh nay sé lugng nhan vién can cho ca bé phan la

‘ Xem phan dién giai tiép theo



< 1. DINH BIEN NHAN SU s

Pé c6 thé bu trir nhan vién nghi tuan, 1é va phép Nhan vién can la:

8x1.34=10,72 lam tron la

Runner sang 1 + Turndown chiéu 1+ Ca dém 1 = 3 X
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- Chia rostor

Khi dinh bién nhan su can chuan bi gi?
% (Cacso liéu can quan tam

Khach san ¢ bao nhiéu phong?

Occupancy: Cong suat phong binh quan trong nam/thang
Nhan vién lam tu 12-16 phong/ca tuy vao dién tich phong
Can bao nhiéu full time (khoang 50%)

Can bao nhiéu parttime (khoang 50%)

Supervisor: Giam sat vién kiém tir: 50-70 phong/ca (VD)
Order taker: Thu ky bao nhiéu?

Cac ngay nghi tiéu chuan ca nhan vién trong nam thé nao?

O O O O O O O O
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¢ - Chia roster

NGAY NGHI THEO QUI DINH

* AL: Annual Leave (12 ngay)

* PH: Public Holiday (10 ngay- nghi bui 3 ngay néu di lam)

e SL:Sick Leave (duyét theo phiéu kham bénh)

* ML: Marriage Leave (3 ngay)

* OFF (1 hodc 1.5 ngay/tuan)

* (P: Compassionate (3 ngay): nghi tang/ Tt than phu mau

10
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]
¢ - Chia roster

-

203
290
298
182
296
286
200
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" - Chia rosto

BAI KIEM TRA CHIA ROSTER
Diéu kién:

Nhan vién chinh thic: Nghi theo qui dinh cia Chinh phi
* 1ngay OFF trong tuan;

* 1ngay phép nam (AL);

* 1ngayPH

Nhan vién thai vu : Nghi khong qua 4 ngay OFF trong tuan

12
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" - Chia rosto

CHIA SE Vi DU DINH BIEN KHACH SAN NIKKO

Mauvidu  Khach san Nikko: 255 phong (cong sudt 75%)
- Giam sat: 5 -Thuky: 3

- Nhan vién chinh thiic: 50%= 12 NV

- Nhanvién thoivu :50%=12NV

~—

-Nhanvién:24 —

Morning shift Afternoon shift Night shift

o Supervisor: 4 o Supervisor: 1 o Supervisor: 0
o Order taker: 2 o  Order taker: 1 o  Order taker: 0
o Staff: 20 make up room o Staff: 2 (turndown) o Staff:1

o Runner: 1 o Runner: 1 o  Runner: 0

13
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100G el
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17

Lam thé nao dé dinh bién nhan su cho bd phan HK?

Hé so bu trif cho nhan vién la bao nhiéu?

Ngay nghi theo ché d6 ctia bo lao ddng gom nhiting ngay nao?
Khi chia Roster cho khu vuc phong can biét nhitng diéu kién nao?



M.

Right Choice, Bright Future

15
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HEM 1 DORN VIDED CUP
ihach phan nan









Bai ¢

Gidi quuet khach phan nan
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N MUC TIEU

Sau khi hoc xong bai hoc nay ngudi hoc ¢6 kha nang:

z> Nhan biét duocly do khach phan nan
\

Q Xac dinh duoc lgi ich va hau qua cia viéc khach phan nan

<> Xit ly dugc cac tinh huong khach phan nan theo 8 budc
/

Q Quan tam, cham sdc khach hang diing muc.

§)
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| L7 ich va hau qua khi khach phan nan
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|- L0i ich va hdu qua khi khach phan nan

SERV\CE

AOUTSTANDING
T\ Excellent

T \Very Good
T\ Average
[\ Below Average

Khdch khéng quan tdm ban biét
nhiéu hay it. Ho chi quan tém ban
chdm soc ho dén ddu?
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|- L0i ich va hdu qua khi khach phan nan

Ly do khach phan nan

Vé ky thuat, co sé vat chat </
Dich vu kem
Thai do phucvu

Yéu to khac...

O O O O
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I- LO1 ich va hau qua khi khath phan nan

Hau qua

90% khach hang HHONE

o Tiéng lanh don gan, tiéng dit don xa
o Mat khach hang

o Giam uy tinh khach san

o, Giam doanh thu



&

|- L0i ich va hdu qua khi khach phan nan

Laiich

O
O
O

O

Mot 16i phan nan bang mét dong gép
Nhu mét 16i canh tinh T
Khach hang phan nan nghia la ho dang noi ho
muon gi

Nang cao chat luong dich vu va phucvu

Khach hang dang cho ban co hoi thi hai

Nhan ra cham sdc khach hang la cucky quan trong.
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¢. B buoc v Ly khach phan nan



U Brde xi 1§ Khdch phan nan

Theo doi

Dira e Ket qua

D3 hien
?t G|a| Ghi Ilhﬂ"rll
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o
y Y { L ~y ~y Ay -
¢- Tam buoc U L) khach phan nan

1.Lang nghe

o M@i khach ra khoi khu vuc cong congrhoc
o Dé& khach nguéi gian g
o Ghi chii néu ¢ thé

o Tranh ngat lgi khach

15
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2- Tam budc ni 1y khach phan nan

2 .Dong cam

Giao tiép bang mat va gat dau
Tranh viéc do loi cho ai do
Cam nhén dudc su thit vong clia khach

Cho khach biét minh xem d6 la su viéc quan trong

O O O O
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2- Tém budc wi 1y khach phan nan

3. Xin loi khach chan thanh

Im

<o <o

Sorr
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. A
y Y { L ~y ~y Ay -
¢- Tam buoc U L) khach phan nan

4. Dat cau hoi
o Dat cac cau héi va ghi chu 16i gop y vao so can than

90).

18
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o
y Y { L ~y ~y Ay -
¢- Tam buoc U L) khach phan nan

5. Dua giai phap
o Dién giai, trinh bay nhiing diéu minh sé lam cho khach

19
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o ".
y Y { L ~y ~y Ay -
¢- Tam buoc U L) khach phan nan

6. Ghinho
o Ghinhé kj nhitng diéu minh hira véi khach
o (Cam on 16i gop y cua khach

Thank for guest's com en’h

20
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o
y Y { L ~y ~y Ay -
¢- Tam budt kU g khach phan nan

7. Thuchiéen
o Két ndi véi cac nhan vién, bo phan lién quan dén su viéc
o Thuc hién nghiém tic nhitng diéu minh hia véi khach

21
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2. Tém bud i 1y khach phan nan

8. Theo doi két qua

o Theo doi tién trinh va két trong viéc xi ly khach phan nan
o Gidi quyét dit diém su viéc

o Ghivao so quan ly khach phan nan.

Log complaints



U Brde xi 1§ Khdch phan nan

Theo doi

Dira e Ket qua

D3 hien
?t G|a| Ghi Ilhﬂ"rll
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TONG KET

NenhewhS

17

Tai sao khach phan nan?

Hau qua gi khi khach phan nan?

Khi khach phan nan cho nhiing loi ich gi?

C6 bao nhiéu budc giai quyét khach phan nan?

Hudng khach di dau khi lang nghe khach phan nan?

Két ndi véi nhing ai khi thuc hién lgi hia véi khach?

Phai lam nhu thé nao dé theo doi két qua tot khi khach phan nan?



M.

Right Choice, Bright Future
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Bai 4

Duan Ly hano hoa va sdp xep kho
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N MUC TIEU

Sau khi hoc xong bai hoc nay ngudi hoc ¢6 kha nang:

z> Nhan biét dugoc cac qui dinh quan ly hang héa
\

Q Tinh toan dugc dinh mitic hang héa xuat nhap

< > Quan ly dugc hang héa xuat nhap trong kho
/

Q Y thiic tét c6ng tac quan ly hang héa tai bé phan Housekeeping

3}
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. Nouyen tac Sap kep kho
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1- Nquyén tdc Sap Hop kho

Lap so do kho luu & phong HK, hay ngoai ctra kho

Ghi ma hang hoa, tén hang hoa, ngay NHAP & XUAT
Cac ké trong kho dugc ky hiéu ro rang

Nhiing tam bién chi dan vé vi tri hang hoéa, chiing loai
hang hoa, sap xép hang mot cach khoa hoc

O O O O
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1- Nguyén tac sdp op kho

Sap xép kho sach sé, ngan nap, gon gang

Do nhe bén trén do nang bén dudi

Can than voi do

Chu y khu vuc de c6 nuéc mua hat vao

Pé hang hoa trén palet hoac ke trén cao

O O O O O

o Hang hoa sau khi xuat phai dugc thu xép gon gang
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o
~ Y 4
1- Nquyén tdc Sap Hop kho

o Sap xép kho tiing vi tri nguyén vat liéu
o Theo nguyén tac nhap trudc xuat
trudc cho hang hoa

11



I- Niguyén tac sap Hop kho

Right Choice, Bright Future

nén ghi

chui ro rang thém tiéng Viét dé moi nguoi de nhan biét.

BHB

FROFE SEIONAL EUPLOMG SRS

Tén héa chit
Céng dung
Ti |& pha

JohnsonDiversey ﬁ.&

PRODUCT 5AMPLE

:FORWARD DC
:Héa chit da céng dung va diét khudn
:1:120 - Lau san
1160 — VE  pe—

ol -

1:40 — tdy
1:10 — tdy

FROCTE ML ELILOWG SERVIES

Tén héa chit
Céng dung
Ti |& pha

:GLANCE 101
:Hoa chat lau kigng
:1:20 — Lau véi kiéng bi do it

IohnsonDiversey ﬁ

PRODUCT SAMPLE

1110 — Lau véi kigng bi dd nhigu
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1- Nquyén tdc Sap Hop kho

13
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2. Hiom soat hano hda nhap Kuat
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\ASo
-x ~y - ) 4 N ‘
¢- Hiom soal hang hoa nhap Hual

Chuan bi d1 s6 luong day dd cho nhan vién

Kiém tra, bao cao muic tiéu thu hang thang

Dinh ky dé xuat, dat so luong cho cap trén

15
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2- iom soat hang hda nhdp kuat

@ Hang héa st dung 1 1an
@ Hang héa sit dung nhiéu lan

THAO LUAN NHOM

Phat cho SV hand out (phu luc 4.1) dé SV phan loai
hang héa st dung nhiéu lanva 1 lan

16
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2- iom soat hang hda nhdp kuat

@ Dinh miic toi da
& Dinh miic toi thiéu

THAO LUAN NHOM

AMENTITY

CHEMICAL
HOA CHAT
17



[ ]
J" Right Choice, Bright Future

® i
¢- liiem soat hang hoa nhap Huat
]

TINH SO LUGNG RA (GA) TRAI GIUONG

o 1luet ga trai giuong dung cho khach san = S0
budng x S0 giuong x SO ga trén mot giuong

o Tong so ga can c¢6 = SO ga ctia 1 luot x Hé so

o Hé s6 binh quan trong nganh toi thiéu la 2.5
toi da la 4.0
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o
-x ~y - y N ‘
¢- Hiom soal hang hoa nhap Hual

HE SO BINH QUAN TRONG NGANH D01 V(i DO VAI

o —Tam trdi giudng : 2.5-4.0
o —Duvet: 1.1

o —Vo Duvet: 2.2

o —Chan:1,1

o -Goi:1,1

o -V goi:3,5

o —Baovéném:1,1
o —Khan cac loai: 4,5

19
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o
-x ~y - y N ‘
¢- Hiom soal hang hoa nhap Hual

VONG QUAYDO VAI
‘ Dangimg l
Kho“ S Di giat
’
\\\ L o
Y

-~ Digiat
o ngoai
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_d
¢- liiem soat hang hoa nhap Huat

TiNH LUGNG DU TR’ XA BONG CHO KHACH

o Luong du trif toi thiéu= S6 xa bong
diing mét ngay x 6 buéng co khachxs6 [l (il il 1A
ngay can dé c6 thé mua dugcxa bong = EE Rz

o Luong du tri téi da= (56 xa bong dung h B |
maot ngay x S0 buong cé khach x So ngay
giifa 2 lan mua xa bong) + Luong du trit
toi thiéu.

21
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2- iom soat hang hda nhdp kuat

BAI TAP

- Tinh lwong dif trif t6i thiéu va du trir
toi da cia cac hang héa (phu luc4.1)
- Tinh cho KS 150 phong

22
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3. Dui trinh Kiem k@ va bao tao
Hano hoa dinh ku
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J" Right Choice, Bright Future

L i
3- Ouy trinh hiém hé va bao cao hang héa dinh ki

o Nhan biét hu hai, suy giam chat luong, bao goi

@ Két qua kiém tra duac ghi lai trong bién ban kiém kho
@ Moi san pham khdong phu hop dugc phat hién phai
ducc loai ra, danh dau va cho y kién xi ly ctia cap trén

24
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o
Qui trinh hiom ké

- ;fMT‘RON
b HU, RACH O, )
S (VETDO)
L NOP CHO
THONG P— PEM 0 b
PHAT PHIEU THU KY- : .
i PN L — , ,
BIO [ e imr‘zx\(l GIMSAT SLMAT > > | TONGHOP
(THONG KE)
C0, HET SU
DEMTAI DUNG BUOC )
AUNDR
PHONG GIAT CACNOI KHAC |
PHONG LINEN
\
NOP BAO CAO (ZNHAP DU LIEVY
CHO CAP TREN ' HE THONG XULY
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o
Y -K AN - y y - ~y ] A_Y
d - Quy trinh kiem ko va bao (ao hang haa dinh ky

Stock card
Monthly report
- Quarterly report

26
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A
3- Ouy trinh hiém hé va bao cao hang héa dinh ki

27

HOUSEKEEPING DEPARTMENT

Items

STOCK CARD

Dute

our

BALANCE

REMARKS

—~~o\%
(s




Right Choice, Bright Future

3- Ouy trinh hiém hé va bao cao hang héa dinh ki

J;I HOUSEKEEPING DEPARTMENT
o »” . R
oot MONTHLY AMENITIES CONSUMPTION

FrOl/...To30/....-2015

) ~ . |Opening] Reccived | Towl day in month Total | Closing .

No | Decription - - - ~ Price | Sup total
Stock TI23|4|5]6(7|8]9[10[11]12]13]14|15|16|17|18[19{20)21|22|23]|24|25|26|27(28[29|30]|31 stock

01 |Shapoo H 0 1,800 (

02 |Bath gel 0 0 1800 (

03 |Soap il of 1200 [

4 |Comb H 0 Ly {

05 |Cotton bud 0

06 |Shower cap ]
07 |Toothbrush 0 ”

08 |Sewing kit U

H
3
/
S I, 2,2, 2,2, ,2,2,2,2,2,2,2
ik

9 |Pcn H X

10 |Shoe polish il r I of 150 (

11 |Enverdope i & - 0 2000 ol

12 |Note pad 0 x_________ 'gf ol 1000 i

13 |Toilt roll il > 4.2%4 (

14 |Tissuc hox 0 8,113 |
Grand total Ojf

Date: Prepared by: Approved by: Checked by:
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A

3- Ouy trinh hiém hé va bao cao hang héa dinh ki

o HOUSEKEEPING DEPARTMENT

I

oV
TRUONG CAD DANG NGHE

DU LICH SAIGON

MONTHLY CHEMICAL CONSUMPTION

Dec-15
Opening | Receiv . Josing Pric
STT Decription Unit pening Sortwes Total Consumption Closing nee Total Remarks
Stock Stock {(VND)
01 |Forward DC Litre 20 40 60 35 25 160,000 5,600,000 o
02 |Crew Litre 0 0 50,000 0 e~ \

-~

03 |Glance 101 Litre 0 0 71,530 ( f”’ g
04 |Shine Up Litre ] 139,800 “v&

0 0
05 [Decp Gloss Bottle 0 0 100,000 'l “ """"""
06 |Shampooing Concentrce Litre 0 o 12,000 0 -s / ]
07 |Bonnet trffic lance Litre W 7“’ |
08 |Floor Pad Piece o I
Grand total 5,600,000 ]
Date: Prepared by: Approved by: Checked by:
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3- Ouy trinh hiém hé va bao cao hang héa dinh ki

° HOUSESKEEPING DEPARTMENT
Xa QUARTERLY LINLEN INVENTORY
DU LICH SAIGON Dec-15
1 2 3 4 5 6 7 8 9 10 11 12
- (1+2) 4109) 8&9) (10-11)
STT Loai Hang - — - - Remarks
Opening| Receiving | Total | Guest | Store Damaged Lost Total |Liquidation| Closing
Luandry | Pantry .
Stock room . i Stained damage stock
01 |Bath towel 400 400 96 96 96 96 384 0 384
2 |Hand towel 384
03 |Face towel 384
04 |B.mat 192

05 |Sheet (Single)
06 [Sheet (King)
07 [Pillow

08 [Pillow case

09 |Duvet (Single)

10 |Duvet (King)

11 |Duvet cover (Single)

12 |Duvet cover (King)

13 |Runner
14 |Hanger (Woodcen)

Date: Prapared by: Approved by: Checked by:
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TONG KET

e W=

N o

Khi sap xép kho ta can luu y diéu gi?

Tiéu chuan dé hang vai trén Palet phai cach mat dat bao nhiéu?
Tai sao ta phai sap xép do an thiic uong theo phuong phap FIF0?
Doi voi hoa chat khi luu kho ta phai lam sao?

Hang hoa st dung 1 1an va nhiéu lan gom nhiing hang héa nao? Ké
tén 10 san pham bang tiéng Anh?

Tinh lugng xa bong du trir téi thiéu va t6i da nhu thé nao?

Bao lau sé kiém ké hang vai 1 1an?

Viéc kiém ké hang vai dinh ky nham muc dich gi?



M.

Right Choice, Bright Future
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QUAN LY NANG LUGNG, NUGC VA CHAT THAI



MUCTIEU

Sau khi hoan thanh bai nay, nguai hoc cé kha nang:

v Hiéu rd tam quan trong viéc ap dung nquyén tac du lich ¢6 trach nhiém
trong dich vu luu trd quan Iy nang lugng nudc va chat thai

v" Nam duoc cac quy trinh giam tiéu thu nang lugng trong dich vu luu tra.

v" Trinh bay dugc quy trinh tiét kiém nudc trong dich vu luu tru.

v" Thuc hién quy trinh giam thiéu phat sinh rac trong dich vu luu tri

v Nang cao nhan thiic va xdy dung nang luc bén viing trong dich vu luu tra.



NOI DUNG CHINH

1) Solugcve linh vuc dich vu luu tra

2) Van dé vé nudc, nang luong va chat thai
trong dich vu luu tru

3) Trién khai cac hanh dong giam thiéu rac
thai, su dung nudc va nang luong.



11)  Sa lugc vé linh vuc dich vu luu tri |
2) Van dé vé nudc, nang luong va chat thai
trong dich vu luu tru
3) Trién khai cac hanh dong giam thiéu rac
thai, st dung nudc va nang luong




Cac hoat dong dich vu luu tru

(o s6 kinh doanh luu tra
DL tai nha dan

Khachsan




- Sit dung nhiéu nang
lwgng tac dong dén su am
lén toan cau

- St dung nhiéu nuéc gay
ap luc cho viéc cung cap
nudc ¢ dia phuong

» Nudc thai khong dugc xi ly
c6 thé anh huéng dén méi
truong va sitc khée con
ngugi

- Viéc pha hoang dit ¢
vung bién ¢6 thé lam
tang thém nguy co thién
tai

Anh hudng tir hanh dong khang bén viing trong dich vu luu tri

. Ro ri kinh té co thé lam

tang hién tugng ngheo
doi

- Phat trién qui mé Ién c6

thé han ché su tiép cin
cia dia phuong dén
nguon tai nguyén thién
nhién

- Cac diéu kién st dung lao

dong khdng cong bang co
thé han ché phat trién
kinh t& x hoi



Loi ich ctia viéc dat chuan méi truong xanh

\/

« Tiét kiém chi phi

nha tinh hiéu qua

« Loithé canh tranh

« Chong choi tot hon

v@i tac dong cta
bién doi khi hau

« Khach hang mi

« Sutrungthanh cta

khach hang tang
én

» San sang véi cac

luat mai

« Han ché bi gidm loi

nhuan do chi phi hoat
dong cao va mat loi
thé canh tranh



1) Solugcve linh vuc dich vu luu tra

2) Van dé vé nudc, nang luong va chat thai
trong dich vu luu tru

3) Trién khai cac hanh dong giam thiéu rac
thai, st dung nudc va nang luong




Tac dong ctia nhitng yéu cau ctia khach du lich vé ky nghi
thodi mai de chiu

0K, khach san cta toi phdi ...

... dugc sudi am néu troi lanh — nhung ciling phai c6 diéu hoa khong khi néu trdi am!
T6i thiéu toi mudn cd mot chiéc giudng thodi méi véi nhiéu géi va chan thém va
buong nghi clia toi phdi rong rai dé toi cd thé bay ra moi thi
Toi cling mudn nhiéu lua chon giai tri nhu bé boi, phong tap thé hinh,
Phong cho tré em va cac chuang trinh du lich.

Toi can c nha vé sinh giat nudc tt va c6 ca bon tam va voi hoa sen
(trong trudng hap t6i muon that su thu gidn) véi nguon nudc nong dang tin cay.

Khach san can phai ¢6
Nha hang va dich vu phucvu an udng tai phong va tat nhién ti mudn c3
nudc udng thuong xuyén trong phong cta toi hang ngay.
A vang, toi con mudn TV vé tinh
Vi tat ca cac kénh truyén hinh tot nhat! Him. . . va con gi nifa nhi. .



Tac dong cta viéc tiéu thu qua nhiéu
nang luong, nudc va tang 6 nhiém va chat thai

Moi truong
Phat sinh rac
nhiéu hon

Cong dong dia

Tiéu thu nhiéu
nguon tai
nguyén tu nhién

Loi nhuan clia

doanh nghiép

10



Pat dén su phat trién bén viing

11



Lam viéc nhém: Xac dinh cac khu vuc chinh st dung
nang lugng va nudc va nguon phat sinh rac thai trong
khu vuc buong phong va sau dé xac dinh cac hanh
dong (khong tot) lam tang lugng tiéu thu nang lugng,
nudc va phat sinh rac thai.



S&r dung nudc trong khaoi dich vu luu tru

Hoat dong cla cac thiét bi phong tam

va nha vé sinh

Gidt do vai phong khach va quan do cho khach
Cung cap cho bé boi
Bao dudng san vuon
Cac khu vuc khac?




Lang phi nudc trong linh vuc dich vu luu tra

% R0 ri voi nudc va ong dan nudic

% Ap luc clia nudc qua manh

X Lua chon cay trong chua tot yéu cau
nhiéu nuéc tudi

% Str dung cac thiét bi dung nudic khong
hiéu qua

x (3cvan dé khac?

14



Tai sao chiing ta can giam tiéu thu nuéc?

r— 5 2%

Caorzl & ‘LUcmg nuGc trén tréi
Sarahy < 1A3 datlatubang tan

Séng trong cac quéc gia Nguén nudcla
khan hiém nuéc sach c6 thé sit
dung dugc
. P
e ——
—y
0 ot ™ Lugng nudc tiéu thy %"
*Xay ra nguyén nhan o ' datang t
tir cacvan dé nguon > 0 . -
nudc - 4 I\,\

Lugng nudc trén trai dat la nudc
man khong uong dudc Trong vong 50 ndm qua trong
khi dan s chi tang gap doi



Su dung nang luong trong linh vuc dich vu luu tru

Hé thdng chiéu sang
Suci va lam mat

Thiét bi dién

Nau an

Tu lanh

Trang thiét bi van phong
Khac?

16



Lang phi nang luong trong linh vuc dich vu luu tru

x Bao dudng kém cac thiét bi dién

% Mua cac thiét bi nang luong khong hiéu qua
x Cach lam mat va suai khong hiéu qua

x Khong tat cac thiét bi dién

X Thikhac?

17



Tai sao chiing ta can giam tiéu thu nang luong

’, | Téngning lugng thiét yéu cung
cap da

Tang gap doi

trong 35 nam
trén toan thé gidi

Dau tu can thiét dé théa man nhu cau
ndng luong cta thé gidi dén nam 2030

18



Cac nguon chat thai trong linh vuc dich vu luu tri

Rac tur giay va bia cac tong tir van phong
Cac san pham tiéu thu tirkhach hang
Cac tdi va do dung

Kim loai, g0 va cac san pham khac tu
viéc bao dudng

Héa chat va rac tir san vuon

Thirkhac?




Nguyén nhan tang rac thai trong
linh vuc dich vu luu tru

% (ach cat giti va xtr ly khong ding

% Udc luong qua vé so lugng san pham can
% Déng g6i qua muic cho cac san pham

% St dung cac san pham ding mot lan

% Khong giam thiéu, tai st dung va tai ché
X Thu khac?



ai sao chuing ta can gidm thiéu phatsinh rac?

7000 tan

Rac dugc phat sinh 6 TPHCM

. \

mOi nga

0 Rac dugc tai ché
/0 trén thé gidi

3 kg

Rac dugc san sinh trung binh
mdt ngudi moét ngay

Pén nam
2030

21



4 ly do tai sao giam nang luong, nudc va rac lai quan trong

Tai chinh. Ban dang viit tién di

M@i truong. Ban dang lam hdng qua trinh
sinh thai quan trong ma ¢ thé anh hudng
stic khde con nquoi

Cong dong. Ban dang tao ra cang thang cho
nguon cung vé nudc va nang lugng clia cong dong
dia phuang va lang phi ngudn tai nguyén trong
viéc san xudt cac san pham khong dugc str dung
day du

Kinh doanh. Ban dang khong dap
(ing mong dgi cta nqudi tiéu dung.

22



1) Solugcve linh vuc dich vu luu tra
2) Van dé vé nudc, nang luong va chat thai
trong dich vu luu tru

3) Trién khai cachanh dong giam thiéu rac
thai, st dung nudc va nang lugng




Thao luan:
Hay néu mot so cach thiét thuc ma b phan budng c6
thé gidm thiéu st dung nang lugng, nudc va giam phat
sinh rac?



Cac yéu to chinh dé gidm rac, tiéu thu nang luong va nudc

Cac yéu to
bén ngoai

Giam st dung nang luong, nudcva
phat sinh rac thai

25



Nhiing nguyén tac co ban quan ly rac: 3R

/~ N\

- o
« SUrdung cac thu
quan tam dén giam
50 lugng rac thdira

Reduce

(Gidm thiéu)

Reuse
—

(Tdi str dung)

« Tiép tuc st dung cac
th hodc mot vai
phan cla n6

A
- Dungraclam
nguyén liéu

Recycle

(Tai ché)

27



Cai gi o theé giam, tai st dung va tai ché?

28



Udc luong thai gian phan hiy cla cacloai vat liéu khac nhau

5 dén 10 ngay 10 dén 30 ngay ' 2 dén 5 thang 1 10 dén 15 nam

'é,, 2 \'/ ,
A ’/‘ = q
. < )
000 N
Rac thai hitu c nhu'rau va vo Gidy Qudn 4o vai
e 100 dén 500 a
. % Mot triéu nam < 1nam
Hang triéu el
n3m years 7T
‘ Vé lon, aluminum va cac vat liéu kim

Tdi nilon loai khac

Chai thay tinh



Giam tiéu thu nang luong trong phong khach

= hiét bi dién

- Kiém soat nguon dién

- B3 0 du‘ang """ T
atam

30



Xem xét giam tiéu thu nang lugng trong
bé boi, san, vuon

7 Knic
Nhiét d6 bé boi 2 e, o .
ol

& nguon ning luong -Dat gio Ph“mgl xong

31



Xem xét giam tiéu thu nang luong 6 cac
khu vuc cong cong va nha an

/<

Loai den

- Diéu hoa
- Bao dudng

32



Xem xét giam tiéu thu nang luong trong cac van phong

Loai den

Anh séng
tu nhién*__:

- Sit dung nguon ciia cac thiét bi dién khac

st dungngudn dién

33



Xem xét giam tiéu thu nudc trong phong tam

- -

Khac:

—

- Nhén thiic Loaivoihoasen -
- Bdo dudng may bom

/

Luru lugng voi nudc Q\

vao bon Khéi Iugng

. nudcveé sinh I s

/ Luu Iuéng nuet )
= gl

vé sinh

g

34



Xem xét giam tiéu thu nudc trong khu giat la

Khac:
- Bao dudng

35



Xem xét giam tiéu thu nuéc 6 bé boi,
san, vuon

odiVoi tuoiva binh tuel s
luachon ~  -Tansuatvathdigian tudinudc -,
chy -. -BaoUNBAGhELoit =W L =

[ = i BT [

36



Xem xét giam rac thai noi chung

Cung cap cac giai phap phan loai rac

Nhén thic

37



Xem xét giam rac thai tir phong khach

Ao

| e
b Ja et

Loai vat dung nha tam




Xem xét giam rac thai tir van phong

39



Thém mot vai dit liéu nia trudc khi két thuc!

Néu nang lugng chiém % chi phi kinh doanh clia ban, thi 20% nang luong tiét
kiém dugc sé tang 5% lai gop

(i 1°C tang 1én trén bo diéu khién nhiét thi ndng lugng st dung sé téng lén
khoang 15% vao mua dong?

(i 1°C gidm xudng trén bo diéu khién nhiét thi nang luong st dung sé tang lén
khodng 10% vao mua hé

Ban ¢d thé tiét kiém t6i 10% mot ndm vé chi phi sudi hodc lam mat chi don gian
béng cach diéu chinh bo diéu khién nhiét léch thém 1°C

Tang nhiét do ta lanh chi can 1°C 6 thé gidm tiéu thu ndng lugng tir 2-4%?

(& moi tan gidy dugc tdi ché sé tiét kiém : gan 13 cdy; 2.5 thiing dau (moi thing =
1591it); 4100 kWh dién; 4 m3 ho chon rac; 31,780 lit nu6c
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ﬁ Right Choice, Bright Future

N MUC TIEU

Sau khi hoc xong bai hoc nay ngudi hoc cé kha nang:

D Néu dugc vai tro va nhiém vu clia giam sat buong

Q Chia duoc lich nghi trong thang cho nhan vién buong

Q Tinh toan va phan cong dudc cong viéc theo cong xuat phong

Q Giam sat dudc cac cong viéc hang ngay khu vuc buong khach

Xt ly dugc do Lost and found ding tiéu chuan

QAD Duy tri chat luong vé sinh trong khu vuc budng



Right Choice, Bright Future
n y




Right Choice, Bright Future

. Nhidm vu cda oiam Sat buong



[ ]
ﬁ Right Choice, Bright Future

I- Nhiém vu cda oiam Sat budng

» Pham vi va trach nhiém:

o Diéu phoi cong viéc phuc vu budng

» Nhiém vu:

o Phdn céng nhan vién phuc vu budng vé sinh dinh ky khu vic
phong khdch, phong nqu, ban cong va hanh lang

o Kiémtra tdt cd cdc phong khdch & déu phdi sach sé, vé sinh, cd
ddy du vdt phdm diing theo quy dinh

o Kiém tratinh trang phong, ghi nhan két qud, lam va ndp bdo cdo
tinh trang phong theo gio quy dinh



A

Right Choice, Bright Future

I- Nhiém vu cda oiam Sat budng

» Nhiém vu (tt):

O

O
O
O
O
O
O
O

Ddm bdo trang thiét bi, tién nghi phong khdch ludn duoc bdo quan tot
Bdo cdo nhimg hu hdng, viét gidy yéu cdu stra chita, dé xudt bdo tri
Gidi quyét cdc yéu cdu, khiéu nai ctia khdch

Kiém tra, nhdc nhd nhdn vién thuc hién cong viéc dting quy trinh

Nhdc nhé nhdn vién bdo dudng thiét bi, mdy méc, dung cu

Huéng dan céng viéc cho nhdn vién méi

Xirly do Lost and found

Thuc hién cdc nhiém vu khdc do cdp trén giao pho
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ﬁ Right Choice, Bright Future

I- Nhiém vu cda oiam Sat budng

> Quyén han:
o Phdn céng, kiém tra, gidm sdt va ddnh gid cong viéc ciia nhdn vién.
o Dé nghi ky ludt nhdn vién vi pham néi quy lao déng; dé nghi khen
thudng nhdn vién lam tot..

> Tiéu chuan:

o (0 khd ndng lanh dao

Hiéu biét tiéu chudn vé nghiép vu

Ngoai ngirthong thao

Nam rd hé théng ky thudt, trang thiét bi va ndi that trong khdch san
Hiéu biét vé phan mém qudn Iy phong tai bo phan

Surdung cdn bdn vi tinh vdn phong

o O O O O



<Y

Right Choice, Bright Future
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2. Cono vier cia piam sat buono
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2- Cono vidc cia giam sat buong

2.1- Cong viéc cia giam sat ca sang

2.2- (ng viéc clia giam sat ca chiéu

2.3- Chia phong cho nhan vién va kiém phong
2.4- Xit ly do Lost and found

2.5- Quy trinh bao dudng va bao tri

2.6- (ong viéc dinh ky tai khu vuc phong khach
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J" Right Choice, Bright Future

2- COng vior cia giam sat buong

2.1- (ong viéc cua giam sat ca sang

o Phdn céng nhdn vién vé sinh phong khdch. Bao gém phong ngu, ban
cong va hanh lang. ..

o Diéu phéi nhdn vién lam phong hop Iy moi ngay
o Gidm sdt, kiém tra chit luong vé sinh & cdc hoat déng trong khu vurc
phong khach

o Gidi quyét cdc tinh huéng phat sinh trong khu vu'c phong khdch
o Kiém tra tdt cd cdc phong khdch, tinh trang phong
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2- Cono vidc cia giam sat buong

2.1- (ong viéc cia giam sat ca sang (tt)

o Luuy cdacphong DND, DL, LB, ONB, R/S...

o Diéu chinh ROSTER theo luong phong khdch luu tri thuc té

o Chudn bi ddy di LINEN, AMENITY, VAT DUNG ddy dii cho nhdn vién
o Chuyén tinh trang phong dd lam, cdp nhdt vao hé thong Computer
o GhiLOGBOOK ban giao cong viéc cho ca chiéu.

13
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2- Cono vidc cia giam sat buong

2.2- (6ng viéc ctia giam sat ca chiéu

Chia cong viec TURNDOWN SERVICE cho nhdn vién

Chia nhdn vién dadt lai Minibar (Refill Minibar)

Chia thém cong viéc vé sinh dinh ky cho nhdn vién

Tiép tuc phdn cong ca chiéu lam vé sinh phong DND, R/S, DL v.v

O O O O O

Kiém tra tinh trang phong do ca sdng ban giao: (/1, C/0, VD, V/C, 0D,
OC...ARRIVAL. .. Theo doi nha phong VM. 000. .. phong ky thudt
stfa chita.

14
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2- Cono vidc cia giam sat buong

2.2- (dng viéc ctia giam sat ca chiéu (tt)

o Gidm sdt, kiém tra hoat déng trén khu vuc phong khdch

o Chuyén tinh trang phong dd lam, cdp nhdt vao hé théng Computer.

o Kiém tramdy méc, dung cu lam vé sinh ciia nhén vién; ddm bdo
luén co di cdc loai héa chdt cho nhdn vién phuc vu phong.

o GhiLOGBOOK ban giao cong viéc cho GIAM SAT CA SANG/CA DEM
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¢- Cong viec cia giam Sat buong

2.3- Chia phong cho nhan vién va kiém phong

Sy
LUAN
CHUYEN QUITRINK
T‘lNH PHONG
TRANG
PHONG

VM/OOOJ

16




e'l Right Choice, Bright Future
o
~ A > W4 ” A
¢- Cong viec cda giam Sat buong

2.3- Chia phong cho nhan vién va kiém phong
DPOCTHONG % LA‘P BA‘NG »

¢/1-C/0 NGAN

A <)

XEM QUI TRINH GHI BAO CA0
LOGBOOK GIAM SAT PHONG VA0SO
PHAN CONG

> &

BAO CA0 GlAM
cudica CHUYEN SAT/KIEM
LOGBOOK TiNH PHONG

@ TRANG
1 PHONG
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Right Choice, Bright Future

2- Cono vidc cia giam sat buong

2.3- Chia phong cho nhan vién va kiém phong

18

HOUSEKEEPING
Log Book

* Logbook:

— Thong tin trong ca

— Nhirng viéc da lam, nhirng viéc
chualam

— Nhiing théng tin méi vé cdc
qui dinh trong cong viéc hay
chinh sdch cua khdch san



[ ]
p Right Choice, Bright Future

2- Cono vidc cia giam sat buong

2.3- Chia phong cho nhan vién va kiém phong

* Assignment book:

B e | — Bdo cdo s6 nhdn vién lam viéc

Assignment

trong ca

book

— $6 phong moi nhdn vién lam viéc
— Khuvuclam viéc

— Tong s6 phong phdi don

— Tilé phong khdch dang luu tri

19
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2- Cono vidc cia giam sat buong

J

[ ]

3
TRUGNG CAO BANG NGHE

DU LICH SAIGON
Housekeeping Department

ROOM ASSIGNMENT

Date:.....ooeeoeeeeeeeaennn..
LY 5 17 i -

3
o
S

Assignment/staff on duty Total Remarks

© 0N KA WN =

Prepared by:.................. Checked by:...................
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ﬁ Right Choice, Bright Future

2- Cono vidc cia giam sat buong

Bai tap bao cao tinh trang phong trong 1 ngay

Tinh tong s6 phong Khach san 6
S0 phong khach dang luu tru
Tinh cong suat phong

Tinh tong s6 khach dén

Tinh khach phong du kién tra
Tinh s6 phong VM

Tinh s6 phong VR

Mau form dinh kem

O O O O O O O
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2- Cono vidc cia giam sat buong

2.3- Chia phong cho nhan vién va kiém phong

o Lam bang phan cong cho nhan vién theo bang Room Status
o S0 lugng nhan vién Parttime: 50%, full time: 50%
o Ghi vao Form Assignment

»> 3 VR touch up tinh thanh 1 phong VD

> Full time: 14 phong/ nquoi Mau form dinh kem

BAI TAP NHOM: CHIA PHONG + KIEM PHONG

22



GUEST ROOM CHECK LIST

ROOM NUMEBER: CHECKED BY: TIME: DATE:

Descriptions Score Remarks Action
ENTRANCE - LOI RA VAO

Doorbell - chudng cira

Entrance door/frame - clra ra vao/khung clra

Number plate/eye viewer - bang 58 phong/con méat

Door knob/handle/lack - tay nam tron/tay ndm vudéng/chit clra
Wallpaper - gidy tring

Energy saving devide - § cam thé di&n

Lighting - dén

Long mirror - ki€éng dieng dai

Carpet - tham

[

BATHROOM - NHA TAM
Door/fframe - clfa/khung cira
Doar knob/lock - tay ndm trén/d khda
Basin/tap/stopper - bon rira tay/voi/do chin nwdc
Mirrow/hair dryer - ki€ng/may sdy téc
Vanity counter/ledge - ban riva tay/g&
Hand towel ring - méc khan tay
Boutugque box/soapdish - hdp dwng gidy/dia xa béng
Amenites tray - khay den dwng amenity
Amenites - cac do dat trong khay den

el R e N R G R R e e e
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ﬁ Right Choice, Bright Future

2- COng vior cia giam sat buong

2.3- Chia phong cho nhan vién va kiém phong
KIEM TRA KET QUA LAM
VIEC CUA NHAN VIEN

o Tién hanh trong va sau khi
nhan vién hoan thanh cong
Viéc

o Kiém tra ngau nhién

o (an ¢6 danh muc kiém tra
(check list)




¢.11 - Qui trinh 1o Ly Lost & Found

Nhat duoc Lost and foud [ Bao cho Giam sat ]
1. Trong phong khdch \
2. PhamviKS

{ Bao cho F/0 ] :> F/0 lién hé khéng dudc khach
< 7
4 NS N\
\ Ngudi nhat dem vé VP lam Lost & Found
{ Bao giam sat tra lai khach ) { F/0 lién hé dugc khach ] - TL !
\/

Housekeeping:

[ Khich c6 dén nhan lai trong tha gian luu gi {:: " Phan loai 0 Lost & Found theo gia tr
Xac dinh thai han luu giir

Goi vat vat dung kéem mau luu qui dinh

Cat gii trong ta c6 khoa

NV

Vit dung c6 gia tri cat trong két sat

a. . .

Két thuc luu gii Lost and Found
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* 25 Oui bioh bdo duing va bdo

o Viéchdo cao cac van dé lién quan téi bao dung dd
dung va thiét bi trong KS phai dudc gan vao cong £
viéc hang ngay ciia nhan vién

o Phiéu yéu cau bao dudng:

v’ Phai dugc xt Iy ngay khi nhan vién buong gui vé

v’ Phai c6 mét hé thong xt ly cac yéu cau bao duéng
bang van ban

v/ Mét lién ctia phiéu yéu cau bao dudng phai duoc /

luu tai van phong ctia bé phan Buong dé theo doi. \‘j
26 \
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ﬁ Right Choice, Bright Future

| 25. Oui trinh bao dudng va bao i

Nhan vién
phat hién
trang thiét bi hu C Gui phiéu yéu cau sira chira
S Baogdlansat (Uu tién phong 0CC, EA)
Khach yéu cau goi: !
v’ Letan v
v HK Giam sat phéi | | Tiép tuc theo
hop ki thuat déi, thuc day
stia chifa stia chifa

Luu phiéu /\ /

yéu cauvao <—

Sufa chifa duoc Khong stra duoc
ho so \/

0CC: doi phong cho khach



A

2- Cono vidc cia giam sat buong

Right Choice, Bright Future

2.6- Cong viéc vé sinh dinh ky tai khu vuc phong khach

Cong viéc

Ngay

Tuan

Thang

Qui

Bao cao nhitng hdng hdc ciia may hut bui

Pon doc ky thuat sira chita may méc

Phéi hop kj thuat bao dudng may hiit bui dinh ky

Vé sinh kiém tra cac thiét bi vé sinh

Bao cao muc tiéu thu hoa chat/ da hoa chat

Bao cao vat liéu tiéu thu, Amenity, héa chat

Oder s luong héa chat can st ding

Tong vé phong khach dinh ky

Hut bui, vé sinh lugi loc may lanh trong phong

Ho tro kiém ké linen. Bao cdo mat mat, hu hao

Chuyén mat ném giuong

Lau kinh bén ngoai (ddi vé sinh bén ngoai)

Hut bui duéi gam givong dinh ky

Giat man tronq phong khach (phdi hop luandry)




o{l Right Choice, Bright Future
_2.6- Cong viec vé sinh dinh ky tai khu vuc phong khach

o Gidt man ctta mong (Day curtain) Sau thdng/ lan Laundry
o Giat man ctra day (Night curtain) Sau thang/ lan Laundry
o Gidttam bdo vé ném (Mattress protector) Ba thang/ lan Laundry
o Gidt mén (Blanket) Sau thang/ lan Laundry
o Giat tam phu giueng (Bed cover) - ? \& Sau thang/ lan Laundry
o Daoném giudng %“\ Ba thang/ lan ROOM
O

Gidt man tam (Shower curtain) Ba thang/ lan ROOM



.<'|'| Right Choice, Bright Future
_2.6- Cong viec vé sinh dinh ky tai khu vuc phong khach

o Danhbdng do go Mot tuan/ lan ROOM
o (Charoan tuong & san phong tam Mot thang / lan ROOM
o Danh bdng vat dung kim loai Mot thang / lan ROOM
o Gijt ghé va ddu giudng /‘“\.ﬁ Sau thang/ lan PA
o Giat tham phong khach Y~ Ba thang/ lan PA



Right Choice, Bright Future

-

2- Cono vidc cia giam sat buong

2.6- Cong viec dinh ky




Right Choice, Bright Future

TONG KET

il

A S A

Nhiém vu cia giam sat vién la nhiing cong viéc nao?

Giam sat phong ca sang lam nhiing cong viéc gi?

Cong viéc giam sat Turndown service cho gidm sat ca nao dam
nhiém?

Logbook khac gi véi Assignment book?

Giam sat kiém tra phong vao liic nao?

Ai 1a ngudi dam nhiém chinh cong viéc xu ly Lost and found?
Do Lost and found duoc cat gilr ¢ dau?

Qui trinh bao tri, bao dudng trong phong khach ntn?

Tai sao phai dao ném va bao lau phai dao ném trong phong?



M.

Right Choice, Bright Future
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TRUONG CAO DANG NGHE

DU LICH SAIGON

Right Choice, Bright Future






Right Choice, Bright Future

A

ox Ploon
TRUONG CAO DANG NGHE

DU LICH SAIGON

CHUONG i

GIAM SAT
KHU VUC CONG CONG
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P pe—" "y—_—

Sau khi hoc xong bai hoc nay ngudi hoc ¢6 kha nang:

O Néu duoc vai tro va nhiém vu cia giam sat khu vuc cong cong

\

() Mo ta duoc cac cong viéc vé sinh bao dudng toilet khach

Nhan biét dugc phuang phap, lich trinh bao tri cacloai san

Bao duong duoc cac loai san thong dung trong Khach san

() Liét ké dudc cong viéc cham sdc cay canh va xu ly con triing

y A

Q Y thiic cong tac bao dudng cac khu vuc cong cong trong Bé phan HK




Right Choice, Bright Future
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Right Choice, Bright Future

|. Nhiem vu cOa oiam Sat cong tHNo
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A L ] Y 4 N N
1- Nhiém vy (Ua giam khu VUC Ong (Ong

» Pham vi va trach nhiém:

o Phdn cong va gidm sdt nhdn vién vé sinh thuc hién cdc cong viéc o
khu vuc cong cong

» Nhiém vu:

Sdp xép ca lam viéc va ngay nghi hang tudn cho nhan vién

Phdn cong cong viéc hang ngay va dinh ky tai khu vuc cong cong
Qudn ly cong viéc bdo dudng cdc loai san

Thuong xuyén kiém tra vé sinh cdc khu vuc

Nhdc nhd, dn ddc, huéng dan nhan vién lam diing theo quy
trinh cong viéc va tudn thu theo cdc quy dinh an toan lao dong

O O O O O
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A L ] Y 4 N N
1- Nhiém vy (Ua giam khu VUC Ong (Ong

» Nhiém vu (tt):
o Gidm sdt cong viéc xu ly con tring theo dinh ky
o Kiém tra tinh trang cdc thiét bi dung cu vé sinh va ton kho, kip thoi stia
chita va bd sung. Dat mua thém thiét bi vé sinh néu cdn thiét

o Qudn ly cong viéc trong, chdm sdc cdy, hoa va tim hiéu nhu cdu thay doi
cdy xanh

o Thuc hién cong viéc khdc do cdp trén giao phé theo tiing thoi diém
o Xulydé Lost and found
o Hudn luyén nhdn vién méi
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[ ]
A L ] Y 4 N N
1- Nhiém vy (Ua giam khu VUC Ong (Ong

> Quyeén han:
o Phdn cong, diéu dong, kiém tra, gidm sdt cdng viéc ciia nhdn vién khu
Vic cong cong
o Ky ludt nhdn vién vi pham néi quy lao dong, dé nghi khen thudng nhan
vién lam tot, cd hiéu qud
> Tiéu chuan:
o Nam ro hé thong ky thudt, trang thiét bi trong khdch san
o Thanh thao cdch str dung cdc thiét bi dung cu, hda chdt vé sinh cng nghiép
o (0 kién thurc vé viéc bdo dutng cdc bé mdt san
o Hiéu biét quy trinh vé an toan PCCC.
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Right Choice, Bright Future

¢. V0 Sinh bao dudno toitet khach



‘J-l Right Choice, Bright Future
o
N ] > ] ~y
¢- Vo sinh bdo duong toilet khach

7 diéu can ghi nhé giir nha vé sinh luon sach sé

™ | S # 1. Nha vé sinh sach sé rdt quan trong véi siic khée ciia moi nguai

2| # 2. Nha vé sinh nhiéu ngudi sir dung rdt mau do, noi nhiéu vi khudn déc hai

N #3. Luén 6 chu'ong trinh téng vé sinh nha vé sinh dinh ky

# 4. Ngdn ngira phdt trién vi khudn, vi sinh bdng héa chdt diét khudn

# 5. Trang bi day di thiét bi, dung cu, hoa chdt vé sinh

# 6. Lam vé sinh diing phuong phdp, diing tiéu chudn, va khoa hoc

/| #7. Kiém tra thuong xuyén nha vé sinh. Ddm bdo nha vé sinh luén sach sé,
1 thom mdt, an toan cho siic khde cho khdch hang




(|-' Right Choice, Bright Future
oV
N ] > ] ~y
¢- Vo sinh bdo duong toilet khach

1. Chuan bi dung cu vé sinh

- Khan lau - Bién bdo san udt
- Banchdichasancindai | - Baordc

- Chai va ki hot rac - Kinh bdo hd

. Bao tay - Hda chat

- Mop, xe vat nudclaunha |« Xabong ria tay

« (ay cha bon cau - Giay lau tay

« Miéng chui - Khan lau tay

- (ay quét bui - Sanitary products

12
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¢- Vo sinh bao dudng toilet khach

2. Rua tay

v’ Riia tay sach sé vdi xa bong diét khuan
v Lau kho d6i ban tay
v’ Deo gang tay cao su
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o\
N ] > ] ~y
¢- Vo sinh bao dudng toilet khach

3. Pha hoa chat

v" Deo kinh bao ho

v" Doc bang huéng dan st dung hda chat trudic khi pha

v’ Ludn dung nudc lanh dé pha hda chat

v" Luuy st dung héa chat diing muc dich

v’ D0 hda chat vao ding vao chai xit |‘

14



J-l Right Choice, Bright Future
o\
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¢- Vo sinh bao dudng toilet khach

4. Goi ctra diing tiéu chuan

v" (0 cra 3 1an, moi lan cach nhau 5, xung danh Housekeeping
v" Khong 6 nqudi- tién hanh vé sinh

v" (6 nqudi thi doi khi khach ra — tién hanh vé sinh

v" Ludn dé ctra ma khi vé sinh toilet

v Dt bién bdo san uGt trudc cta phong toilet

15
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[ ]

_

¢- V0 sinh bao dudng toilet khach

5. Tién hanh vé sinh

5.1-Xit hoa chat vao bon cau bon tiéu

v" Dung hda chat CREW

v" Dé héa chat ngdm vét ban it nhat la 10 pht

16
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¢- Vo sinh bdo duong toilet khach

5. Tién hanh vé sinh

5.2- Thay bao rac, vé sinh thung rac bhang hoa chat Forward DC

5.3-Quet san

v" Dling dao sti néu ¢d vat cimg bam dudi san

v Quét rac tir trong ra ngoai

17
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N ] > ] ~y
¢- Vo sinh bao dudng toilet khach

5. Tién hanh vé sinh

5.4-Vé sinh khu vucbon rifa tay va lau kinh

5.5-Lau bui
v Lau theo hudng td trén xudng dudi, tir trdi qua

phai va tu trong ra ngoai. Theo chiéu kim dong ho

hay nguoc lai /»\\1




[ ]
J-l Right Choice, Bright Future
[ ]

w

¢- V0 sinh bao dudng toilet khach

5. Tién hanh vé sinh

5.6-Cha sach bon cau va bon tiéu

v Luu y: Lau lai lan cudi bang hda chat diét khuan Forward DC

19
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¢- Vo sinh bao dudng toilet khach

5. Tién hanh vé sinh

5.7-B0 sung giay lau tay, xa bong ria tay
0Q)

v Lau tlf trong ra ngoai

5.8-Lau san

20
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¢- Vo sinh bdo duong toilet khach

5. Tién hanh vé sinh

5.9-Ghi vao check list kiém tra

5.10-Vé sinh may moc cat vao kho .

v" Kiém tra s0 luong cac vat dung

21
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¢- Vo sinh bdo duong toilet khach

PHIEU KIEM TRA VE SINH

Thei ’“g\;"‘ : '_l;—:__:-;_— ?’ - : 1 - T Naudi
i ?3;?5:“ A—— %M I | NSRS P = ' g
gian S / — Sl BEal B = mi| | I m 0) KiemTra
Sl 1 = = = e |
et — [Eencase ceomeasi] SO -eil0) —=
san Tuong Tran Thung Bon Boncau | Kiéng | Bonria May Xabéng Gidy Gidy lau it
rac tieu tay Saytay | Riatay | Vésinh tay yien
8:00 v v v
9:00
10:00
11:00
12:00
13:00
14:00
15:00 - wor |
RGEcR
"II'.L'JII-_'_' _.. 82 [
10— = \
'_‘.171.-‘-
22 =
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Right Choice, Bright Future

23

J. Bao duono tac loal san thono dung



Right Choice, Bright Future

30 dudng cac loai San thong dung

Hut bui tham hang ngay

nozzle

rolating cylincrical brush

sealing blades

carpet ple ———!

24
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J - Bao dudng cac loai san théng dung




q.

Bao duding cac loai San thong dung

Right Choice, Bright Future

Tay vét do trén tham

26

Tdy cang sém cang tot
Néu dé ldu vét ban sé chét ludn trén tham
Strdung dtiing héa chat
Dlng phuong phdp
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Right Choice, Bright Future

J - Bao dudng cac loai san théng dung

Giat tham theo phuong phap giat khé (Bonneting)

27

Giat nhanh-sach 1/3 chan tham

THUCHANH

.L".
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Right Choice, Bright Future

J - Bao dudng cac loai san théng dung

Giat tham theo phuong phap udt (shampooing)

28

Giat wdt-sach 2/3 chan tham

THUCHANH



http://www.cleanfreak.com/Qstore/custom/carpetBrushLarge.jpg
http://www.cleanfreak.com/Qstore/custom/carpetBrushLarge.jpg
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Right Choice, Bright Future

J - Bao dudng cac loai san théng dung

Giat tham theo phuong phun hut (Extraction)

29

Sach tan sau chan tham 3/3

Xem phim
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‘J-l Right Choice, Bright Future
o
> y ] - N
d - Bdo dudng cac logi San théng dung

Lich trinh bao dudng tham dinh ky

LUU LUONG DI LAI LUU LUONG DI LAI LUU LUONG DI LAI
y A A A y
HUT BUI 1 HANG NGAY i HANG NGAY 1 2 LAN NGAY
B pOM, TAY VET DO | canesomcanetor | cAnGsomcANGTOT |  cAnGsOMCANGTOT
| GIAT KHO/ BOT TUYET 1 2 THANG 1THANG NUA THANG ‘
r GIAT UGT/SHAMPOOING | 4THANG 1 3 THANG 1 2 THANG ‘
: GIAT PHUN HOT | 8 THANG 1 6 THANG 1 4 THANG ‘

30
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J - Bao dudng cac loai san théng dung

XEM PHIM BAO DUGNG THAM



L]
Right Choice, Bright Future
N~Se
> ) 4 ] - N
3 - Bao dudng cac Loai San théng dyng

~ - ~n

Xem phim tham khao

32
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[ ]

> y ] - N
d - Bdo dudng cac logi San théng dung

—

[ DAY BUI KHO THUONG XUYEN ]

—

R ( < <
[ LAU AM ( HANG NGAY ]

— -/

[ pANHBONG | [
)

(t3¢ db chim va cac) HANG DEM ]

33
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J - Bao dudng cac loai san théng dung

Right Choice, Bright Future

Lich trinh bao dudng san cam thach dinh ky

DAY BUI KHO HANG NGAY 3 LAN/NGAY THUONG XUYEN
LAU AM HANG NGAY HANG NGAY HANG NGAY
S— < <> <
ANHBON HANG NGAY HANG NGAY HANG NGAY
(toc dd cao)
: > <> 3> <
PHUC HOI NHE ) Rk i
| cdothip) | 2 THANG | 2 TUAN 1 3-7 NGAY )
PHUC HOI SAN DA 18 THANG 12 THANG 3-6 THANG

34
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> y ] - N
3 - Bao dudng cac Loai San théng dyng

35
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o
> y ] - N
d - Bdo dudng cac logi San théng dung

—

[ DAY BUI KHO THUONG XUYEN ]

—

R ( < <
[ LAU AM ( HANG NGAY ]

— -/

[ pANHBONG | [
)

e do'cac) HANG DEM ]

36



J - Bao duong cac loai san thong dung

Right Choice, Bright Future

Lich trinh bao dudng san hoa cuong dinh ky

DAY BUI KHO HANG NGAY 3 LAN/NGAY THUGNG XUYEN
LAU AM HANG NGAY HANG NGAY HANG NGAY
m— <

DANH BONG HANG NGAY HANG NGAY HANG NGAY

(toc dd cao)

37
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ll. Cham SOC tay tanh va KU 10 con trono
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A- COng viec tham SOc (ay Canh va ki g n trung

dm so0C cay can

O Gidm sdt nhdn vién cham soc cdy canh trong cong viéc quét Id, tuoi
nudcva bao dudng cdc cdy canh 0 khu vu'c cong cong

O Qudn Iy dam bdo tdt cd cdc cdy xanh va canh quan duoc duy tri tét theo
tiéu chudn quy dinh

O Gidm sdt viéc tudi nudc hang ngay cdc cdy trong chdu va canh quan
cta khu vuc cong cong

O Theo déi viéc logi bé Id khé, rdc cdc cdnh quan va cdy trong trong chdu



o{;' Right Choice, Bright Future
- Cong viec cham $¢ cay canh va wif 1y con triing

dm so0C cay can

O Quan sdt nhdn vién cdy cdnh trong viécvé sinh va cdt tia cdy hang
tudn

O Quan tdm viéc chdm soc ddt trong cdy va bdo qudn céng cu chdm soc
canh quan

O Gidm sdt céng viéc bon phdn. Phun thuéc thudc trir sdu néu can thiét
O Chidao, sdp xép cdy cdnh cho tiéc, phong hop, VIP
O Chi dao thiét ké lai khéng gian cdy cdnh theo chi dinh ctia cdp trén.



c Right Choice, Bright Future
- Cng viéc cham S6c (dy canh va kil 1g con tring

Xur ly con trung

O Gidm sdt, theo d6i, Ién ké hoach thuc hién céng viéc kiém sodt con
triing dich hai nhu Kién, Gidn, Ruoi, Muoi, Chuét, ddc biét viéc xir ly
chéng Mai, Mot cho toan bé cdc khu vuc trong khdch san va trong
phong khdch

O Bdo cdo cdp trén nhitng tinh huéng cdn xir Iy nhanh khi cong triing
phdt sinh dot xudt

O Qudn ly lich trinh xit diét con tring dinh ky tudn, thdng, quy. ..

r & -

41




Right Choice, Bright Future

Nhiém vu cua giam sat vién cong cong la gi?

Tai sao phai ghi nhé 7 diéu quan trong gii nha vé sinh sach sé?
Chuan bi dung cu vé sinh cho toilet khach nhu thé nao?

Khi tién hanh vé sinh toilet khach ta phai lam sao?

Khi nao phai hit bui tham?

Viéc tay dom do trén tham nham muc dich gi?

(6 may phuong phap giat tham

Bao dudng san hoa cuong va cam thach nhu thé nao?

Ai chi dao, sap xép cay canh cho tiéc, phong hop, VIP?

0. Kiém soat con trung 6 dau?.

e eSS NS RN
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Sau khi hoc xong bai hoc nay ngudi hoc ¢6 kha nang:

O Néu duoc vai tro va nhiém vu cia giam sat khu vuc giat ui

\

() Liét ké dudc cac may moc st dung trong phong giat

Mo ta duoc qui trinh giat ui

Nhan biét dugc cong thiic giat co ban

(") Phan biét dugc héa chit gia dung va cong nghiép

y A

Q Y thic viéc cham séc d6 vai trong bd phan Housekeeping
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. Ihiem vy (04 glam Sat o

al 0]
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° >
o A > .y ] P =
1- Nhiém vy (ua giam khu vuc gigt Ui

» Pham vi va trach nhiém:
o Diéu phdi cong viéc, phdn cong, gidm sdt, kiém tra nhdn vién nha
gidt. Thuc hién cong viéc gidt ui
» Nhiém vu:

o Diéu phéiva phan cong céng viéc hang ngay cho nhdn vién

o Kiém tra, don doc nhan vién hoan thanh tét cong viéc duoc giao,
thuc hién tot tién do va chdt luong cong viéc; kiém tra chdt luong
gidt, Ui, ddc biét doi vdi quan do khdch

o Kiém tra viéc giao nhdn qudn do khdch, viéc giao nhdn cdc mat
hang vai
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|- hiém vy (0a gidm khu vy gigt Ui

» Nhiém vu (tt):

o Kiém tra, theo doi tinh hinh bdo qudn, thu hdi, cdp phdt, muon, doi
dong phuc

o Ddm bdo viéc cung cdp day du, kip thoi mdt hang vai cho nhdn vién
phuc vu phong va bé phdn am thuc; kiém ké dinh ky kho hang vai, bdo
cdo Ién trudng bo phdn tinh hinh ton kho

o Gidi quyét cdc yéu cdu, khiéu nai cta khdch vé dich vu gidt Ui

o Theo doi tinh hinh stt dung hda chdt gidt, lam gidy dé nghi xin mua bo
sung héa chdt
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° >
o A > .y ] P =
1- Nhiém vy (ua giam khu vuc gigt Ui

» Nhiém vu (tt):
o Bdo cdo san luang theo dinh ky hang thdng
o Ghinhdn, bdo cdo lén cdp trén nhiing trudng hop bdt thudng xdy ra clia
nha giat
o Hudng dan cdng viéc cho nhdn vién méi theo dting quy trinh huong dan
cong viéc
o Thuc hién cdc nhiém vu khdc do cdp trén giao phé theo timg thoi diém.
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[ ]
o A > .y ] P =
1- Nhiém vy (ua giam khu vuc gigt Ui

> Quyeén han:
o Phdn céng, diéu dong, kiém tra, gidm sdt cong viéc ciia nhdn vién nha
giat
> Tiéu chuan:
— Ndm viing cong dung va chdt luong cda timg do vai ding trong khdch san,
nha hang
— Am hiéu viéc str dung 1 s6 thiét bi gidt ti
— Hiéu biét vé hda chdt gidt ui.
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Ca cdu t0 chit phong gigt b

TRUONG B0 PHAN
GIAT Ul

LINEN /DONG PHUC
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2. Trang thiet bi trono phono oiat
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2 Trang thidtbi rong phong giat

MAY GIAT CONG NGHIEP TU DONG
- Giat drap, khapzmé
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¢ - Trang thiet bj trong phono gigl

MAYSAYKHODOVAI
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] ‘ ] )% ]
¢- Irang thiet bi trong phong giat

MAY GIAT KHO £DBY CLEANING) pap—

o o]
= —i% 2

May 2 ngan dung méi (Solven) May 3 ngan dung moi (Solven)

15
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4

2- Trang thiét bj trong phong oigt

~ MAY U1 DRAP GIVGNG, KHAN TRAI BAN

i
e S — ¢

—— . .
| B
- ED A
| -I. A e
| :
X ' v
. | ’
\ -
£
n 1Ny )

SERIE ACE

ROToND,
6

1
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P A
] ‘ ] )% ]
¢ - Trang thiet bj trong phono gigl

~ MAY U1 EP (PRESS IRONING)
U1 DONG PHUC, QUAN A0
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] ‘ ] )% ]
¢ - Trang thiet bj trong phono gigl

BAN UI TAY (Ul HO1 NONG)
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Py ]
| ‘ | b ¥ |
¢ - Trang thiet bi trong phong gial

MAY DANH DAU (marker tape)

19
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o

¢- Gac logi may mac trong phong gigl

MAY Ul VESTON

2(
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. o
- Y - L N ] A F &
3 - Qui trinh gigt Ui do vai

Trong giat ui Tiéu chuan nao?
do vai dat chat luong

22
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3 - Qui trinh gidt i do vai

)

. Trdng
Sach
Sang

N

AW

. Mém mai

f
i

.Khong diiung |

U

23
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3. SORTING

4. LOADING
WASHER
2. COLLECTING
LINEN
e
P
™

QUI TRINH
GIAT DO VAI

%\ %}AOADING
'\ \WASHER

Xl;
petey 717 UNLOADING/
LOADING DRYER

0.STORING

RED%TRIBUTION
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o\
- Y - L N ] A F &
d - Qui trinh gigt i do vai

1. COLLECTING SOILED LINEN

3 Do vai dugc thu gom tir cac khu vuc sir dung
1 Khan, Drap giuong ti phong khach
(3 Khan ban, d0 vai cac loai 6 khu vuc nha hang

26
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[ ]

g
- - - [ X ] A F &
d - Qui trinh gidt Ui do vai

2. COLLECTIING LINEN

3 Do vai dugc van chuyén bang xe
day chira d6 chuyén dung dén
bo phan giat ui

27
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o\
- Y - L N ] A F &
d - Qui trinh gigt i do vai

3. SORTING OF LINEN

3 Phan loai do theo tiing nhom
la budc quan trong nham nang
7 cao hiéu qua trong qua trinh giat

28
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o
- Y - L N ] A F &
3 - Qui trinh gigt Ui do vai

SORTING OF LINEN

Phan loai do theo titng nhom la budc quan trong
nham nang cao hiéu qua trong qua trinh giat

Qua trinh phan loai gom cé:

&, Chuyén dé bén dén khu vuc phén loai
" Phdn loai d6 bén dua trén cdc co'sé'sau:
- Chdt liéu do vai
- Do bdn trén vdi
- Logi vét bdn
- Mau sdc ciia vdi
2 &, Mang d ra khéi khu vurc phén loai
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o
- - - [ X ] A F &
d - Qui trinh gidt Ui do vai
]

4. LOADING WASHER

1 Khi giat, khéi luong ciia do giat duoc cho vao
may hgp ly

(1 Khodng 85% theo trong luong giat thuc té
cia may

30
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o\
- Y - L N ] A F &
d - Qui trinh gigt i do vai

5. WASH HANDS

1 St dung gang tay khi phan loai do
(] Rua tay sach sé sau khi phan loai

31
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o
- Y - L N ] A F &
d - Qui trinh gigt i do vai

6. UNLOADING WASHER

3 Bo do da giat vao xe day sach

32
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o
- - - [ X ] A F &
d - Qui trinh gidt Ui do vai
]

33

7. UNLOADING WASHER

3 Say kho do vai véi khdi luong va thai gian
dung qui dinh

[ Do vai khong duoc say qua lau co thé lam hu
hoac phai mau

3 May dudc cai ché @6 ha nhiét dé giam toi
thiéu do vai bi nhan nhum.
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o\
- Y - L N ] A F &
d - Qui trinh gigt i do vai

8. FINISHING

( Hoan tat
3 Ui, xép, dong goi

34
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[ ]

3 - Qui trinh gidt i do vai

Yéu to quan trong trong qua trinh giat

LUC TAC DONG CO of U WOA CHAT

HIET DO

35
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o
- Y - L N ] A F &
3 - Qui trinh gigt Ui do vai

Dé giat hiéu qua can luuy
Phan tich
Vétban/Mau/ Loai vai

/ / Gidi phap
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). Cong thit oidt va hoa chat



Operation
(Step)

Pre-wash
(Drain)

CONG THOC GLAT 1

Temperature

(C)

Medium/High

Supplies
(Chemical)

Main wash/Bleach
(Drain)

Low

Rinse 1
(Drain)

High

Int. Extract

Rinse 2
(Drain)

Rinse 3
(Drain)

Sour/Softener
(Drain)

Extraction




Operation

Pre-wash
(Drain)

CONG THOC GLAT 2

Temperature

(C)

Medium/High

Supplies
(Chemical)

Main wash
(Drain)

Low

Bleach
(Drain)

Low

Int. Extract

Rinse 1
(Drain)

Rinse 2
(Drain)

Sour/Softener
(Drain)

Extraction
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A - Cong thurc giat va hoa chat
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o
A ~y ] - y ‘
A - Cong thurc giat va hoa chat

Formula Chart
Carta Del Formula

uuuuu

4 X N A e
F1
F2
[ ]

F3
F4
F5

= (hdt kiém :
= Xaphong ;

= Tdytrdng

- Tﬁ]/ daume T | ':P'M Insure 2
= Tunghoa 5o & |
= Mémvdi

vvvvvv
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[ ‘
A ~y ] - y ‘
A - Cong thuc giat va hda chat

Hda chat oia dung

_— e
1 TIME

AMAZNG STAIN REMOVA L1

€

Dang nuoc

42
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o
A ~y ] - y ‘
A - Cong thuc giat va hda chat

Hda chat gigt khé (dry cleaning)

43
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o
A ~y ] - y ‘
A - Cong thuc giat va hda chat

Hda chat gigt khé (dry cleaning)

o o SOLVENT

44



Right Choice, Bright Future
fo

- Cong thiic gidt va hda chat

oa chat gigt kha (dry cleaning)

HYDRO CARBON

45
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A- Cong thii giat va héa chat

Hoa chat Tay vt ban (tdy diem)

spOTTF

Sticks:

NING PRE - OR POST-$
- s and Greases, Paints.si- ?m.
Polish, Crayon, Grass,
and Similar Stains

AWiton () Aocke” 4
30‘
ot

‘.\6

4
|

g

K

Mgs .. FOR INDUSTRIAL USE ONLY ) pReM
"HOME USE « kgEP AWAY FROM O

Dye Stripper
ol _/

_— S

Since 1928

moves pye Stains of Any
Us0 Red Clay and Ink Res!

For Use by Firofessiol"a;fs
Underers and Drycled"

FOR INDUSTRIAL tésgsfé””
NOT FOR HOM
KEEP AWAY FROM CHILDREN |
|
0. 1
AL WILSON CHEMICAL %

KEARNY, NJ 07032
AlLWilson.com
800-505. 1188+ 201-997-33% }

A

QWIK_

SPEED-5POTTER

; For More information Oﬂ”m,,

LY Wi
Ison
et 47 ¢

AL wi 0
‘WILsoN cHEMICALC
Keamy, New. JerEsﬂ 07032

FORpy iy g
DUSTRIAL USE ON- | FOR INDUSTRIAL USE
Kggn 0T FOR HOME USE NOT F‘m"o‘aff
AWAY FROM CHILDR KEEP AwAY FROM

HOYES RUST FROM FABRICIH
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A - Cong thurc giat va hoa chat

Hoa chat Tay vt ban (tdy diem)

TarGo Dry
O Nhét, dau
, O Muc, but mau
ﬁv 0 Xigiay
O Son moi
e i oM T o ...
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A- Cong thic gigt va hda chat

Hoa chat Tay vt ban (tdy diem)

YellowGo
_ Dve Stripper o

— ar

¥moves pye Stains of AnY ¢
Hso Hedn:ray an:.l Ik Resid”

For Use by Profession?
launderers !md D"!v”:“ea"ers

FOR INDUSTRIAL USE ONY
NOT FOR HOME uSEF“EN
KEEP AwaY FROM CHILD

AL WILSON CHEMICAL C*
KEARNY, NJ 0?0;‘!"2
305261188 2019973
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Yellow Go

O Vétmau, vét
nhudm trén
vai trang

Ty
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o
A ~y ] - y ‘
A - Cong thuc giat va hda chat

Hoa chat Tay vt ban (tdy diem)

BonGo

O

Mau trai cay
Tra

Coffee

Mu trai cay
Rugu beer

©C O O O

50
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o
A ~y ] - y ‘
A - Cong thuc giat va hda chat

Hoa chat Tay vt ban (tdy diem)

Mau
Chocolate
(a-cao
Ruou, beer
Thudc dé

O

©C O O O

51
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L]
A ~y ] - y ‘
A - Cong thuc giat va hda chat

Hoa chat Tay vt ban (tdy diem)
RustGo

0 Vétgisét

_ O Vétnudc cling
ﬁv O Vétban do oxy
hoa kim loai
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A S A ol o

Nhiém vu cua giam sat vién giat ui la gi?

Cac trang thiét bi trong phong giat ti gom nhiing loai may nao?
Tiéu chuan nao trong giat i cho la do vai dat chat luong?

Khi giat do vai, trong luong bé vao may bao nhiéu la hop ly?

4 yéu to quan trong trong qua trinh giat ti la gi?

Cac budc quan trong trong cong thuic giat la gi?

Héa chat giat Gi gom nhiing loai héa chat nao?

Hoa chat giat kho gom may loai?

Hoa chat tay vét ban gom nhiing loai nao?



M.

Right Choice, Bright Future
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GIAM SAT
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GIAT U1 DO KHACH

Right Choice, Bright Future
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Sau khi hoc xong bai hoc nay ngudi hoc ¢6 kha nang:

O Nhan biét dugc cac mat hang vai thong dung

\

(") M6 ta duge qui trinh xif 1§ 46 khach

Xit ly dugc do khach ding qui trinh

Kiém tra dugc tiéu chuan khi di do khach

() Xépva dong g6i dugc d6 khich theo tiéu chudn khach san

y A

Q Rén luyén tinh can than, ti m§, chu dao phuc vu do giat Gi khach.
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. Hano vai thono dung
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- L & N
1- Hang vai thong dyng

> (Cotton: Khdn, do bép, khdn dn, do vdi nha hang

o Lachdt liéu phd bién
o Uu diém: Dé bén cao, gidt nhanh khé. Hit dm, thdm mé hai, gidm
nhiét, mang lai su thoai mdi cho nqudi ding

|

=
-«

)
-

7

e
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o
- L & N
1- Hang vai thong dyng

> Cotton - Polyester: Drap, duvet, do goi

o Loai nay thudng duoc lam tir hon hap cotton va sgi nhdn tao theo ty [é
50/50, ddy la loai dugc diing phd bién vi nd it bi nhdn, de di. . .

I
b/
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o
- L & N
1- Hang vai thong dyng

> Llinen:

o Duoc dét tirsoi lanh. Mém, muot, mdt. . . linen gid rat dat, do bén cao
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o
- L & N
1- Hang vai thong dyng

> Vai kaki:
o (0dd cing va day han so vdi cdc chdt liéu khdc nén
thuong dugc ding dé may qudn
o Kaki co 2 loai chinh: co thun (co do co gidn) va
khdng thun
o Uu diém: it nhdn, deé gidt ui, cdm mau tot.
> Vdi kate
o Vdi cd ngudn gdc tir soi pha giita Cotton va Polyester

o Uudiém: Thdm hut dm tot, mdt vai phang min, dé ’ 2
dang giqt ui. Thuong ding may do

10
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)\
- L & N
1- Hang vai thong dyng

> Vai thun cotton:

o Thanh phan: 100% Cotton

o Vdithun cotton la soi vdi tong hap duoc lam tir nhiéu nguyén liéu
thién nhién va cdc chdt hoa hoc ma tao thanh

o Chdt liéu nay duac ding phd bién nhdt trong may mdc. Vi nhiing tinh
ndng vuot tréi nhu chdt liéu khd tot, tham mo hoi, da dang, gidt
nhanh kho va Idu héng néu biét cdch str dung

o Tinh chdt: Hit dm, thdm mé héi, gidm nhiét va lam mdt co thé

"~

11
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.{l |
|- lang vai thong dyng

> Vaithun 65/35:

o Thanh phan: Soi gom ti lé 35 % Cotton, 65 % nilon (Poliester)

o Tinh chdt: Do cd soi pha nilon (Poli) nén mdc sé néng hon, it hit dm
nhung minh vdi ¢ cdm gidc mém mai hon

o Deévdi o do co ddn nhiéu, ngudi ta ciing pha thém soi Spandex

12
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L]
- L & N
- lang vai thong dyung

> S0i bong
> To'tam
> Lua

» Nhung
> Khdc.....

13
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TU PHONG KHACH

o) U 00D

(@ Phong No )
DEM SO LUONG C Loai hinhdichvu ) S CH.U .
L £ S vuk <I—H ' — }—> DIEN GIAI RO RANG

KIEM TRA D0 KHACH

|
" pANHDAU )

MAU Shc | TAY DOM ﬂ
Chon dung moi L — e
CHATLIEU | KY HIEU GIAT Ui

C Yéu cau cia khach —_
| C Kiémtrahwhao

Thich ho
l l Cong thuc )

( Gitdichiet )
HAP TAY (GIATNUUC )—»[ CHUONG [ LAP BILL
TRINH GIAT — :
: Hoa chat )

Do trang tri
uan ao

Kiéu nut U|/HOAN TAT K!('E’M TRA
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o

2 - ui trinh RO LG d0 giat Gi khach
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oV
¢ - Oui trinh U Lg do giat Ui kkhach

> Kiém tra va ddnh ddu do :

O Qudn do khdch duoc ddnh ddu truéc khi dem gidt dé kiém sodt va giao lai diing cho
khdch

O Luu y tdt cd cdc yéu cu ddc biét cia khdch

O Kiém tra cdc logi d6 cdn gidt ui. Cdc thong tin duoc xdc nhdn nhula :

v’ (Tén khdch, ngay thdng, s6 luong, sé phong, loai hinh dich vu, md td mdt hang, mau
sdc, thuang hiéu, v.v)

O Dém s lang thuc té ciia moi loai do trong moi phong, so sdnh vdi s luiong dioc ghi

trong danh muc gidt ui cua khdch e
Professional Vol —

LAUNDRY & GARMENT CARE SERVICES

17
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¢ - Oui trinh U Lg do giat Ui kkhach

> Kiém tra va ddnh ddu da (tt):

O Trong truong hap cd su thiéu hut / thiét hai quan do
ctia khdch, théng bdo bang “Mau form tu vdn" va
khdch xem tham khdo tu vdn trudc khi gigt

O Luuyddcbiétnhu:

v Hu do thudc |a: chdy hodc ling 16

v Rach va bi hu hdng day kéo

v" Mau sac da bi m& hodc khong dong déu

v Nhay cdm phai mau hay khong

v Vét ban ciing ddu ma cd thé khong tay duoc

v 8Trang tri & hat sé bi hu hdng trong qua trinh giat v.v
1
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2- Oui tiinh 1 i 00 gigt di Khadh

> Kiém tra va ddnh ddu do (tt):

o

© O O O

Ddnh ddu gidt udt /gidt khd. Tdt ca cdc muc thudc phong nao, s6 luong, ma do

Ddnh ddu tdt cd cdc d6 mau sdng béng cdch st dung gidy ddnh ddu chuyén dung, dé
trdnh lem mau va lam hu do

(6 thé ddnh ddu do ldt, va, d6 nhd bdng sting bdn mac

Ddnh ddu qudn dai, qudn short ngay dia deo ddy nit, khuy quan, lai hodc tui qudn sau
Ghi vao gidy danh muc gidt mau sdc, logi do dé khdng bi thdt lac khi mdt gidy ma s
Ghi chii “kiéu do” thutc té'trén danh muc gidt ti. Nhdm dé kiém sodt khi bi thdt lac
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Right Choice, Bright Future

> Kiém tra va ddnh ddu da (tt):

DRY-CLEANING @

PRESSING ONLY m OFFICE USE I:l

PANH DAU MA SO

. LAUNDRY @
L: luandry/giat |
. H Count T Genflemen  Laundry[Dry-cleaningPressing] — Amount Count Ladies Laundry Dry-cleaning|Pressingl ~ Amount
Guest|Laundry UsD ust ush ush Guest |Laundry ush UsD usD UsD Los
w 2 Hankerchigf 1.00 Blouse 350 550 150
D: dry clean/hap tay Jackel 500 800|750 Ayl - Brassiere 200
Overall 6.00 B | I I . 05/ Day Dress 800 400
Overcoal | B 0] Il " [Evening Dress B 15700 1) I D05
. H 2 Pyjamas (2 pes) 300 400 Handkerchief 100
P' preSSIng/UI A . Safar sul 100 14001 500 Jacket 500
Hz e S RCTORE gl pont
T Shosds_ 350 Overcoat P05
HW:hand wash/giét tay Socks 150 Panies 200
. Sut (2 pes) 1400 500 Pyjamas 300 500
Swealer 600 Scarf 400 150
Swimming Trunks|  2.00 3 3 (|5hirt ) 350 550 150
Soccaro: T-shir 250 L 350
Tie 300 1450 (Shart 450 700 200 -
Track suif (Zpes) | 500 700] 230 Skirt (Iu)ll pleaed) | ™40 800| 250 MN Hwos
mz 9 15 irewsenileans | a50[ Ce00D 200 Slacks/Jeans 450 600|200
) Toxedg 1600 800 Slip 200
% Underparls | 200 GHI CHU TREN BILL GIAT
/ Undershirt 708 Suit (2 pesT~_| 1400] 500 :
/. Waist coatVest R0 250 Sweaer 6.00
3 T-shirt 250 1.00 \A BI
u/P
Bla: bIaCk/mau den Sub-Total Sub-Total
5% Service Charge 5% Service Charge [~ #/R/ I.
Blu: bluce/mau xanh |l Jetal
VAT VAT
Br: brown/mau nau Grand Total Grand Tolal ~a B|a- / D
R: IEd/mau d6 Guest name: Mr. Smith Roomno. 622 Guest signature e Es
Starch Date 22/04/14 Time, 10 AM
W: white/ma t Shirl |Fold v Special instruction
On hanger
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> Kiém tra va ddnh ddu da (tt):

Bam kim
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> Kiém tra va ddnh ddu da (tt):
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> Tdy vét ban (tdy diem)

H@%

o I

UStomers: ﬁap Y ;“‘"%"?”
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TTIER [Emoves Lot I! FarGo 4| 4
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> Tdyvétbdn (tdy diém)

Steam + high

pressure \ ‘ﬁ -« :Itj)am+
Fabric — /T\ l 5—-10cm

Note: D€ voi phun véi d6 vai ban tdy theo phuong
thdng ding

AR

Air vacuum

25




Right Choice, Bright Future
. o
] Y L ] ~y ‘ ] P = y
¢ - Qui trinh KU 1y do oigt 0i khach

> Tdyvétbdn (tdy diém)
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> Tdy vét ban (tdy diem)

Chii y: Khi khéng thé tdy duoc mét
vét bdn, do - néu cé qud co thé sé lam
hu do ciia khdch, héy trd Igi dovaxin ~~ WE TRIED OUR BEST but -

%o , . x . sRe . We have to return this garment with
loi khdch kem mau thu xin loi ~ certain stains and discolorations that
cannot be removed without injury to

27 color or fabric
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> Gidtvasdy:
Tiéu chudn: Cong thiic gidt quan do khdch phdi diing tiéu chudn tiing mdt
hang. .. Dé dam bdo chdt luang do & muic cao nhdt
v’ (dc logi Ion, nhd, mau sdc (trdng, mau & den)
v’ (dc logi do phdi gidt bang tay
v’ St dung bao ludi gidt dé trdnh bi thdt lac hodic bi hu hong
v Gidt dting cdng xudt cho timg miic do do cia do.
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THUC HRNH HU L0 DO GIT
I gom
Didn loai 0o gigt
Hivdn bidt kg hido gidt
Jdnh ddv 00 gidl
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3. Kiom tra tidw chuan sau khi bi
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THUC HANH HEP VA DONG 601 DO KHACH
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Cac loai vai thong dung gom nhiing loai nao?

Khi dém s luong kiém tra d6 khach ta can chi gi diéu gi?
Khi nao minh can kiém tra cac ky hiéu giat Gi?

Tai sao ta phai phan loai do?

Nhiing luu y dac biét khi phan loai do giat Gi khach la gi?
Ta dinh maker tape ¢ dau trén quan ao?

Khi khong tay dugc quan ao, ta phai lam sao?

Tiéu chuan nao danh gia do Gi dep?

Xép va dong goi o nhu thé nao dat chuan?
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