Mos Gynymias npodeccus
EBuna Haranes AnekcaHIpoBHa, CTYJAEHTKA
Hayunbiii pykoBoautens: bepexxnas Bacununa bopucnaBoBHa, npenojaBareib yueOHBIX
TuCIUTUINH « THOCTpaHHBIN S3bIK» (AaHTTTUHCKUN S3bIK) U AUCITUILUIMH PO ECCHOHATIEHOTO
nukna no crneruaibHocTu 43.02.14 «'ocTUHUYHOE J1eTI0»

XabapoBCKU TEXHOJIOTHYECKUIN KOJIICIK

Oonum u3 CywecmeeHHvlX B8ONpPOCO8, C KOMOPbIM CMAIKUBAIOMCA MOJI00ble 00U,
saensemcs 6b100p npogheccuu. Bvibop npoeccuu — 00ur u3 e1a8HbIX HCUZHEHHBIX 8bIOOPOS,
coBepuiaembvlx 4eilo8eKOM 8 IOHOM 803pacme, MAaK KaK 8bloupas npogheccuio, ox 8bloupaem
u ceou o0bpaz oicusHu. B oannoti cmamwve Oyoem paccmompena CneyuaibHOCHb
«AOmuHuCmpamop omensny, mpebo8anusi K HeMmy, NOJON*CUMENbHbIE U OMPUYamebHbule
acnekmeol.

Kntouesvie cnoea: npocgheccus, cmyoenm, cneyuaibHOCMb, Omelb, AOMUHUCIPAMOP,

2O0CMURUYHOE 06]10, 2O0CMUHUYHBLU OUu3Hec.

Kak moka3pIBarOT COIMOJIOTHYECKHE UccenoBanusl, 10 S0 % MOJIOABIX JT0Iel TTpH BIOOPE
«cBOE» mpodeccur OPUEHTHPYIOTCA Ha €€ «IPECTHXKHOCTBY», «IOMYJISIPHOCTHY,
«COBPEMEHHOCTB), «POAUTEIIBCKOE NPEANIOUTEHUE) U Ipouee. Bee 310, B onpeneneHHon
Mepe, CBUIETENbCTBYET OO0  OTCYTCTBMM y  ydamuxcsi  c(HOpPMUPOBAHHOIO
PO ECCHOHATIEHOTO CaMOOTIPEEIICHHS U, KaK CJIEICTBHE, MOSBISIONIEECS pa304apOBaHue
B BBIODAaHHOM HAINpaBJIEHUU, YTO CTAHOBSTCS TPUYMHOM HHU3KOM aKaJIeMHYeCKOU
YCIIEBAEMOCTH MHOTHX CTYJ€HTOB.

I'ocTuHMIIa — CPEACTBO pa3sMEILEHUs], B KOTOPOM IIPEIOCTABIIAIOTCA TOCTUHUYHBIE YCIIYTH
U KOTOPOE OTHOCHUTCS K OJJHOMY M3 BUJOB I'OCTUHHUL, IIPEAYCMOTPEHHBIX ITOJIOKEHUEM O
KJIaccu(pUKalMy TOCTUHULL, yTBEPKIeHHbIM [IpaBuTtenscTBoM Poccuiickoit deneparym.
AJIMUHHCTPATOpP — CIIELUAIIMCT, OTBEYAOIINI 3a IPUEM U pa3MEILCHNE, BKIKOYask BCTPEUy,
PETUCTpaLMIO, pa3MEUIEHUE M0 HOMEpaM, pacyeT 3a MPOKUBAHUE U JONOJHUTEIbHbBIC

YCIIYIT'Hd, a TAK)XKC 3a KOOPAWMHALIUIO B3auMMO/ICUCTBUS CJ'Iy>K6 CpEacCTB pa3MCIICHUA.



[Tpexe yeM crenath BHIOOP, HEOOXOIUMO 03HAKOMHUTHCS CO CHEIM(UKON COBPEMEHHBIX
npodeccuii, Jy4dImM CIOCOOOM CHAeNaTh 3TO SIBISETCS HM3YYCHHE MOJIOKHUTEIBHBIX W
OTPHIIATEIIHBIX CTOPOH.

Tabnuna 1 [lonoxxuTenbHbIE U OTPUIIATENBHBIE CTOPOHBI

[lonoxurenbHbIE CTOPOHBI

OTtpuiarenbHas CTOpPOHA

cpennss 3apruiata ot 30 000
1o 40 000;

oOecrieueH KapbepHBI POCT;
BO3MOKHOCTh
IIO3HAKOMHUTHCSI C PA3HBIMU
JIOJIbMU;

B COBPEMEHHOM MUpE Jr00ast
npogeccusi B TOCTUHUYHOM
UHIYCTpUU Oyzner

BOCTpeOOBaHa;

pabounii eHb: CYyTKH 4epe3

Oonplnas yMCTBEHHass U  (u3HUYECcKas
Harpyska;

BO3HUKHOBEHUE KOH(DIMKTHBIX CHUTYyalUU
Ha pabore;

MOTYT HA4aTbCs MPOOJIEMBI CO CHOM H3-3a
HOYHOM CMEHBI;

arobas OIJIOLIHOCTh OTPULIATENIBHO
CKaXETCsI Ha BCIO paboTy MpeanpHusITHs;
OTBETCTBEHHOCTb HE TOJBKO 3a CBOU
NEHCTBUS, HO U 3a JPYTUX COTPYIAHHKOB,

HaxXoAAMKNCCA B ITIOJYUMHCHUHN.

Tpoe.

B nmro60it npodeccun ecth TpygHocTH. PaboTa aiMUHUCTPATOPOM BKIIOYAET B CE€0S1 MHOTO
HETraTHBHBIX aCMEKTOB, HO NO3UTHUBHBIE MOMEHTHI CTJIAKUBAIOT UX.

Jist uccnenoBaHusa MPEapacloyioKEHHOCTH oOyvaromuxcss | Kypca cHenuasbHOCTH
43.02.14 T'oCcTUHUYHBIA CepBHC BbIOPAHHON CcHEUUaIbHOCTH HamMu Oblla pa3paboTaHa
aBTOpCKas aHKeTa. A Takke ObUIO OPraHM30BaHO U MTPOBEJICHO aHKETUPOBAHUE C TTOMOIIIBIO
Google Forms. B ankeTupoBaHu# NPUHSUTA y4acTue 33 YenoBeka, ¢ IepBOro Mo YEeTBEPTHIC

Kypchl. 13 Hux 6 myxunH u 27 xeHuuH. Bo3pact ot 16 1o 20 ner.

LD Konuposars

Do you like to study for your profession?

N _

G Kormmosers

Would you go to work in your profession?

33 oteera
33 oreera

Yes, | do
@ Y81 % @ Yes ido

@ No, I do @ No, | don't

Maybe

on't know
@ No, | don't . @ | don't know

&

Pucynok 1 «Bonpockl 1 0TBETHI aHKETUPOBAHUS)




W3 naHHOTO aHKETUPOBAHUS CAEJNIAIN BBIBOJ, YTO CTYAECHTHI HE YBEPEHBI B BBIOOPE JaHHOM
npodeccuu. [ToaTomy s caenana 4ek-mucT «S — aIMUHUCTPATOP OTENS», KOTOPBIA CMOKET
OIIpEeAEIUTh, NOJXOJUT JIM JAaHHAas Npodeccus 4eloBEKy WM HEeT. B HeMm mepeunciieHsl
KauecTBa, KOTOPBIMHU JOJDKEH 00s1agaTh agMuHucTtpaTop. OOnazas MMH, €CThb BBICOKAs

BEPOSTHOCTH TOTO, YTO YEJIIOBEKY MOAXOIUT TaHHAS MPOECCHsI.

CHECKLIST «I’M A RECEPTIONIST OF A HOTEL»

Check the box if you have this quality:
QUALITY MARK | SCORES

Communication

High stress resistance

High responsibility
Neatness

Balanced and stable psyche
Physical endurance

A sense of beauty

Literacy

Intelligence

Diligence

You want become a receptionist

[y [ [ [Ny NN UG PRI PRI (Y U

Count the number of ticks, sum them up:
0 - 5 - you should change your profession
6 — 11 - you can work as a hotel receptionist, but it will be difficult
12 — 15 - you can work as a hotel receptionist

Pucynok 2 Yek-muct «5 — agMUHHACTPATOP OTEIISD)
B pesynbraTe mMpoBeAEHHOTO WCCIECIOBAHUS HaMU ObUI pa3paboTaH WH(OPMAIMOHHBIH
oykier «The receptionisty, BkiroUarommii MEepPeYeHb JTUIHOCTHBIX U MPOPECCUOHATBHBIX

Ka4C€CTB a/IMUHUCTPATOPA OTCJIA, €TI0 00SI3aHHOCTH U Tpe6OBaHI/I$I K HCMY.

QUALITIES:
THE — sociability;
— high responsibility;
REC‘E’PMON EST — neatness;

— balanced and stable psyche;
— physical endurance;

O &Zmw ollance:

— diligence;

— hospitality;

— politeness;

- goodwill.

— REBEPTIUN‘



REQUIREMENTS FOR THE
RECEPTIONIST:

- to have education, professional
training, work experience in accordance
with the position held;
—  to improve their skills at least
once every two years;
—  to comply with the basics of the
labor legislation, job descriptions,
internal labor regulations, fire safety
rules;
—  to pass health and safety
briefings, know and follow instructions
on emergency actions;
—  to observe business style in
clothes;
—  to know the specifics and
peculiarities of serving guests from
foreign countries, the rules of
international etiquette;
—  to take measures to exclude the
possibility of disclosure of personal
data of guests;
—  to pay special attention and
provide necessary assistance to guests
with disabilities.

THE RECEPTIONIST MUST BE
ABLE TO:

—  maintain the information base of
the reception and accommodation
service;
—  carry out work on departure, as
well as settlements with guests;
— track the balance of the deposit for
telephone communication and other
paid services of the accommodation
facilities; the work of the staff of their
own and other services for the reception,
accommodation and escort of guests;
— apply modern means of
communication and office equipment,
use a telephone, fax, personal computer,
have skills in working with software
systems  and information  and
telecommunications network:
—  work with correspondence and
messages;
- work with guests' claims and
answer their questions.

THE RECEPTIONIST SHOULD
KNOW:

— the rules of registration of guests;
—  rules of interpersonal
communication and etiquette;
- fundamentals of psychology:
—  fundamentals of marketing and
management;
- rles of
communicating;
—  emergency telephone numbers in
case of emergency:
-  security systems of
accommodation facilities;
—  the system of safe storage of
valuables of guests;
—  location of all services;
—  location of rooms and their
equipment;
—  rules of operation of equipment
and devices;
—  types and systems of room keys:
—  payment systems and settlement
procedures with guests;
— the basics of your own service:

etiquette when

—  the methods of working with
claims and complaints;

—  the characteristics of accidents and
the rules of first aid.

Pucynoxk 3 BHenrHsis 1 BHyTpEHHsISI CTOPOHBI OYyKIIeTa
B xone ucciaenoBanus Obul co3mad cTeHAOBBIM noknan (Ilpunoxenue 1), B KOTOpbIH
BKJIIOYEHBI TpeOOBaHUS K BHEIIHEMY BHUIY aJMUHUCTPATOpa, TMOJOXKUTEIbHBIE U
OTpUIlaTENIbHBIE aCHEKThl Tpodeccun, o0IMe TpeOOBaHUS W OOS3aHHOCTU K JTaHHOU
CIEIUATBLHOCTH.
Cnucok UCTOIB3YEMbIX HCTOYHUKOB:

1. "TpynoBoii koaeke Poccutickoit @eaepammu” ot 30.12.2001 N 197-D3 (pen. ot
19.12.2022) (c u3m. u gor., Bctymn. B cuity ¢ 01.03.2023)

2. breictpos, C. A. Opranu3zainusi TOCTHHUYHOTO Jiena: yueoHoe nmocooue / C.A.
beicTpoB. — MockBa: @OPYM: UH®PA-M, 2021. — 432 c. — (Bbiciuee
oOpazoBanue: bakanaBpuar)

3. Baxkynenko, P. f. YnpaBrneHrne rocTHHHYHBIM TpEINpUsATHEM: yaeOHOe ocooue / P.
5. Bakynenko, E. A. KoukypoBa. - MockBa: YHuBepcurerckas kuura; Jloroc, 2020. -
320 c. - (HoBas ynuBepcurerckas onbImorexa)

4. HanuoHaNbHBIA CTaHIAPT: 00IIME TpeOOBaHUS K MEPCOHAITY OTEIIS

5. Tlocranosaenue [IpaButenscTBa PO ot 18.11.2020 N 1860 (pexn. ot 26.12.2022) "O06
yrBepkaeHnn [lonoxkeHus o kiaacCupUKay TOCTHHUIT"

6. denepanbublii 3akoH OT 24.11.1996 N 132-D3 (pex. ot 28.05.2022) "OO6 ocHoBax

TYPUCTCKOM JiedaTesibHOCTH B Poccuiickoit @eneparnun’
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Tsxuono mscxun 7

THE PURPOSE

To Investigate the predisposition of
students In the specialty 43.02.11
Hotel service to the future profession

THE RECEPTIONIST MUST
BE ABLE TO

v maintain the information base of
the reception and accommodation
service,

v" carry out work on departure, as
well as settlements with guests;

v" work with correspondence and
messages;

v work with guests' claims and
answer their guestions.

VIY FUTURE PROFES

Done by: Evina Natalia Alexandrovna;

Work supervisor: Berezhnaya Vasilina Borislavovna,
Reglonal state autonomous professional educational institution Khabarovsk Technological

TASKS

1. Collect information about the profession;
2. Conduct a questionnaire to determine the
desire to work in the profession among
students in the specialty "Hotel business";

3. Make a checklist "I’'m a receptionist of a
hotel,;

4. Make a information booklet.

D R —

RECEPTIONIST Lt

A CHAMBERMAID

AWAITER || ABELLBOY |
A CONCIERGE }
|

A CALL OPERATOR

]!
-
4
|

APPEARANCE STANDARD

POSITIVE AND NEGATIVE ASPECTS

REQUIREMENTS

v" to have education, professional
training, work experience In
accordance with the position held;
v" to improve their skills at least
once every two years;
v" to comply with the basics of the
labor legislation, job descriptions,
Internal labor regulations, fire safety
rules;
v" to pay special attention and
provide necessary assistance to
guests with disabilities

Inconspicuous make up

Compact hair §
Earring in one ear /

\n

closed shoes with
a heel no higher
than 7 cm

Would you go to work in your profession?

33 orsera

¥ Clean uniforms ¢}

Neatly trimmed,
clean nails

Light perfume §

Sowmm carefully shaved hair

i Clean shoes

Do you like to study for your profession?

33 oTBeTa

v The average salary ranges
30,000 - 40,000 RUB;

v" Career growth is provided,;

v" The opportunity to meet
different people;

v~ Any profession in the hotel

industry will be in demand.

v" The receptionist works
every three days

v great mental and physical
load,;

v occurrence of conflict
situations at work;

v sleep problems may start
due to the night shift;

v any oversight will
negatively affect the entire
work of the enterprise

CHECKLIST «I’M A RECEPTIONIST OF A HOTEL»

Check the box if you have this quality:

@ Yes, ido @® Yes, | do
® No, | don't @® No, I do
Maybe | don't know q
@ | don't know @ No, | don't o=

&

QUALITY MARK | SCORES
Communication 1
High stress resistance + 1
High responsibility + 1
Neatness + 1
Balanced and stable psyche 1
Physical endurance 1
A sense of beauty 1
Literacy + 1
Intelligence + 1
Diligence + 1
You want become a receptionist + 5

Count the number of ticks, sum them up:
0 — 5 - you should change your profession
6 — 11 - you can work as a hotel receptionist, but it will be difficult
12 — 15 - you can work as a hotel receptionist




