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FISA DESCRIERII POSTULUI

Conferentiar, pozitia 24

Denumirea facultatii

Facultatea de Management, Inginerie Economica in Agricultura
si Dezvoltare Rurala

Denumirea departamentului

Economie, Contabilitate si Agroturism

Tematica de concurs

1. Management general:

1.1 Statutul managementului general

1.2 Functiile managementului

1.3 Descrierea pozitiilor si a sarcinilor administrative

1.4 Comunicarea in sedintele de business

2. Servicii hoteliere si facilitati

2.2 Tipuri de camera, costuri

2.3 Costuri, servire

2.4 Mesele zilei

2.5 Departamentele dintr-un hotel

3. Agentiile de turism

3.1 Activitatile zilnice dintr-o agentie de turism

3.2 Prezentarea agentiei de turism si serviciile oferite de aceasta
3.3 Organizarea si vinderea circuitelor (pachetele de turism si
formalitatile de calatorie)

3.4 Reclama produselor si serviciilor agentiei de turism

3.5 Rezolvarea plangerilor

4. Ghiduri turistice

4.1 Prezentarea geografica a Romaniei

4.2 Descrierea obiectivelor turistice

4.3 Cerintele postului

5 Cunostiinte de baza

5.1 Corespondenta comerciald

5.2 Vocabular adecvat tematicii de management in turism
5.3 Cunostiinte de gramaticd aplicate in conversatia curenta
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JOB DESCRIPTION FORM

Senior Lecturer, 24

Facculty name

Faculty of Economic Engineering in Agriculture and Rural Development

Departament name

Economics, Accounting and Agrotourism

Topics of competition

1. Executive management:
1.1 Executive management organization chart
1.2 Functions of executive management;
1.3 Position titles and position description:
1.4 Communication in business meetings
2. Hotel services and facilities
2.1 Hotel types, facilities and services;
2.2 Room types/ bedding types/ room rates
2.3 Meals
3. Hotel departments
3.1 Rooms division

e A front office

e B guest services/ uniformed services
C housekeeping
D engineering and maintenance
E security and safety
3.2 Human resources
3.3 Sales and markenting
3.4 Accounting
3.5 Food and beverage
4. Travel Agents
4.1 Working in a travel Agency-daily activities
4.2 Presenting the travel agency and tis service offers
4.3 Organising and selling tours- tour packages and travel formalities
4.4 Advertising travel agency products and services- tour brochures
4.5 Dealing with difficult customers/ Complainsts
5. Tour Guides
5.1 Geographical outline of Romania
5.2 Describing tourist objectives
5.3 Job requirements
5.4 Enlarning upon the concept of Rural Tourism
6. Basic knowledge
6.1 Commercial Correspondence
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6.2 Gramar Issue
6.3 Vocabulary Practice
e Hotel-quality assessment
e Useful terms
6.4 Tourism Related Abbreviations / American versus British
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