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[0 O Hotels play an important role in tourism. Its aim is to create a home away fromhome for the guests who need
restt] food and drink. The front office of a hotel isconsideled as its "shop window". The staffs efficiency and
personality are of greatimportance to the realization of the hotels aim.[J [I As to room reservation[] its the first
contact that a guest has with the hotel.Reservations are usually made through telephonel] fax and computer. The
reservationclerk represents the hotel whenever he or she answers the phone and deal with a caller.Every caller is a
potential clientd whether the person is an individual tourist or a travelagent. The clerk should make sure that
callers become customers. So its important thateach reservation request should be dealt with professionally]
efficiently and courteously.[J I In another word[ staff in the reservation determines the guests first impression
ofthe hotel. They must be skilled in the following reservation procedure. The jobresponsibility includes answering
guestions concerning reservations] booking andassigning rooms for guests. They also take reservations(]
cancellations and revisions andwrite and send out the hotels letters of confirmation.
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