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QUY DINH
KHOI LUONG KIEN THU'C TOI THIEU, YEU CAU VE NANG LUC
MA NGUOT HQC DAT DUQC SAU KHI TOT NGHIEP
TRINH DO CAO DANG

NGHE: QUAN TRI KHACH SAN

1. GiGi thiéu chung vé nghe

Quan tri khach san trinh d§ cao dang la nghé quan ly truc 1iép. hang nga\
cac bd phan true tiép va gian tiép phuc vu khach du lich trong khdach san nhuw:
Buong, 1& tan, nha hang, ché bién mén an, ké todn, kinh doanh va tiep thi, nhan
su, an ninh, ky thudt..., dap ing yéu cau bac 5 trong Khung trinh do quoc gia
Viét Nam.

Cac cong viée cua nghé chu _\-'éu duoc thyc hién tai cac bd phan trong
khach san hoac céc co so kinh doanh Iuu trd nén mdi truong va diéu kién lam
viée thudn loi, dam bao an toan - vé sinh va suic khoe. Cuong do lam viéc khong
cao nhung chiu dp luc 16n vé thoi gian phuc vu va yéu cdu dam bao su hai long
da dang cua khach du lich.

Dé thue hién tét cac nhiém vu, can phai dam bao cac didu kién lam vie
thiét yéu nhu: kién tric nha cira va quy hoach mat bang khéch san hop 1y, cac
loai thiét bi, dung cu phi hop véi tiéu chuan cla ting cong viée; cac phan mém
quan tri: hé théng thong tin lién lac tot; va c6 cac quy dinh ndi bo vé tidu chudn
cung cap dich vu va quan ly.

Dé hanh nghé, nguoi lao dong phai cé st khoe t6t, ¢6 ngoai hinh phu hop,
dao duc nghé nghiép tot, co du kién thirc chuyén mon va ky nang nghé dap img
voi vi tri cong viée. Ngoai ra, can phai thuong xuyén hoc tap dé nang cao kha
nang giao tiép bang ngoai ngir, mé rong kién thic xa hoi; rén luyén tinh cdn
than, chi tiét, ro rang; xay dung y thuc nghé va su say mé nghé.

Khéi lwong kién thic tdi thiéu: 2.205 gid (twong duong 98 tin chi).

2. Kién thire

- Xac dinh duoc cac kién thire co ban vé chinh tri, phéap ludt va vin héa xa
héi phtu hgp véi chuyén nganh nhu: Luat du lich, Ludt bao v¢ mai truong, Phap
luat trong kinh doanh, Luat kinh té....

- Trinh bay dugc nhimg hiéu biét khai quat vé nganh du lich, tong quan vé
du lich va khach san nha hang;
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- M6 ta dugc vi tri, vai tro cua linh vuc khach san - nha hang tron
du lich va dic trung cta hoat dong va tac dong cua khach san - nha hang vé mat
kinh té, vin héa, xd hdi va moi truong;

- Trinh bay dugc co cau 16 chire, vi tri, vai tro, chirc nang, nhiém vu cia
cdc bd phan trong khach san; moi quan hé giira cac bo phan trong khéch san va
dé xuat dugc cac bién phap nang cao chét lugng dich vu khach san;

- Trinh bay dugc nguyén ly, quy trinh quan trj n6i chung, quan tri qua trinh diéu
hanh khach san, quan trj tai chinh, quan tri nguon nhan luc, quan trj co so vat chat va
quan trj cac bd phan nghiép vu chuyén mon nhur: Lé tan, budng, am thuc;

- M6 ta duge cac quy trinh nghiép vu co ban cua khach san: nghiép vu |é tan.
nghiép vu phong, nghiép vu nha hang, pha ché thirc ung va ché bién mon an:

- M6 ta dugce cdc quy trinh quan ly cia cac bo phan Ié tan, phéng, nha
hang, bép;

- Liét ké duogc cac loai trang thiét bi, dung cu chi yéu tai khach san va céng
dung cua ching;

- Trinh bay dugc tiéu chuan chat luong dich vu khach san va cach thirc
danh gia chat lugng;

- M6 ta dugc quy trinh 1ap ké hoach, t6 chirc thuc hién, gidm sat. kiém tra
va danh gia két qua cong viéc tai cac by phan cua khach san;

- Trinh dugc céc nguyén tic bao dam an ninh, an toan, giai thich dugc Iy do
phai tudn thu céc quy dinh vé an ninh, an toan trong khach san dé nhan dién
duoc cac nguy co va bién phap phong ngira;

- Trinh bay dugc nhirng kién thirc co ban vé chinh tri, van héa, xa héi. phap
luat, quoc phong an ninh, gido duc thé chat theo quy dinh.

3. Ky nang

- Giao tiép tét v6i khach hang, phi hop véi yéu cau phuc vu khach tai tat ca
cac vi tri cua cac b phén trong khach san nhu: bo phan Ié tan, b phan buf)ng,
nha hang hodc bé phan yén tiéc, hdi nghi - héi thao;

- Cham séc khach hang va giai quyét phan nan cua khéch hang c6 hiéu qua;

- Str dung diing, an toan cac loai trang thiét bj khach san;

- Thyuc hién ding quy trinh phuc vu khach hang tai céac vi tri cong viéc cua
bo phan |é tan, buéng, nha hang hodc khu vuc héi nghi, héi thao theo tiéu chuan
cua khach san;
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- Chu tri hodc tham
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nhu: ké hoach marketing. ké hogach nhin su, k¢ hoach mua sim trang thiet by,
dung cuy, ke hoach 16 chire héi nghi. hdi thao hodc sur ken:

- Lap dugc cac loai bao cao, soan thao dugc van ban d&i noi, hop “\:‘“:-’
thong dung cua khach san - nha hang;

- Ung dung duge phan mém quan tri khach san trong odng vide hing ngdy:

- Phan tich, danh gia dugc két qua hoat dong kinh doanh cia cac b phin

o
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luu trd, dn udng, hdi nghi, hdi thao va phat hidn ra duge cac nguyen nhin i &
xuat dugc cac giai phap nhim nang cao ket qua hidu qua kinh doanh;

- Sir dung cong nghg thong tin co ban theo quy dinh; khai thac, xur Iy, umg
dung cong nghé thong tin trong cong viée chuyén mén cia nganh, nghé:

- Sur dung dugc ngoai nglr co ban, dat bic 2/6 wrong Khung ning lyc ngoal
ngir cua Viét Nam, ung dung dugc ngoai ngdr vao cdng vide chuyén mdn cua
nganh, nghe.

4. Mirc do ty chu va trach nhiém

(IQ

- C6 ¥ thire td chic ky luat, téc phong chuyén nghidp va tinh thin trich
nhiém cao trong cong Viéc:

- Tén trong cac tidu chudn dao dic nghé nghidp:

- Than thién, c6i md, sin sang phuc vu va bao dam an todn sic khée, tinh
mang khach du lich;

- C6 tinh than hop tac lam viéc nhom; thign chi trong tiep nhin ¥ Kisn va
giai quyét kho khan, vuéng mac trong cdng vige;

- C6 ¥ thire tr hoc, tir bdi dudng, trau doi kinh nghidm d¢ ning cao winh ¢
chuyén mon nghiép vu, thich img véi su phat rién cda thye tidn tong finh vy
hoat dong dich vu du lich;

- Rén luyén kha ning chiu ap lyc cao trong cdng vide, kha ning thich
irng, linh hoat trong xur ly tinh hudng, kha nang lam vide ddc 1§p va lam vige
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theo nhom;

- CO v thue trach nhigm trong vige suedung, bao quan i san trong qua
trinh tac nghigp

S. Vi tei vige lim sau Khi tot nghi¢p

Sau Khi tot nghi¢p ngudi hoe ¢o ning e dap umg cae yeu U tal ede vi
viée lam cta nghe bao aom:

- L& tin;

- Buong;

- Nha hing:

- Kinh doanh - ti¢p thi;
- Phuy bar;

- Phu bép;

- An ninh;

- Quan Iy 18 tan;

- Quan 1y budng;

- Quan ly nha hang;

6. Kha nang hoc tip, ning cao trinh d§

- Khéi luong khéi lugng kidn thire toi thidu, yéu cdu vé ndng e ma nguoi
hoc phai dat dugce sau khi tot nghi¢p nghe Quan tj khach san trinh do cao ding
co thé 1iép tuc phat trién o cde trinh do cao hon;

- Nguoi hoe sau tot nghi¢p ¢6 nang lue tw hoe, W ¢dp nhit nhimg tién bo
khoa hoc cong nghé trong pham vi nganh, nghd dé ndng cao tinh dd hodie hoe
lién thong lén trinh d§ cao hon trong cing ngdnh nghd hode trong nhdm ngdnh
nghé hoic trong cing linh vire ddo tgo. 7¢
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