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Learning Plan



F—MrB: ABRE - FREF
s R B3R %HEE)| Deparment will arrange the courses
R THENIRY A eI EEY] Associates need to be trained within the first month after on board

NGB - REE

Welcome to Hyatt — Classroom

ety SRV

Welcome to Hyatt Regency

RERAIE
Hyatt Regency Tianjin East

NE NS HeR
Content (55 Facilitator
X TR UK 3K :
40 V L
Welcome/lcebreak anessa H
BATRREZEE :
4 M h
Our Purpose of Care 0 aggie Chu
Tea Break/5| SHFAT S &AL 1K 15
T e AR50 ) it B 3 8 ) .
: 35 Maggie Chu
Hyatt Overview/Hyatt/Brands/Owner Company
......... 40 Vanessa Li

FE—MB: ANBREI - BEHRS
R B ALY Deparment will arrange the courses
HRIFENR)G 2 BANEL B FEEI 358 MR Associates need to self learn on line after on board

and finish the quize within two weeks
ANBEEI - FE3E
Welcome to Hyatt — Mobile

FIlH
BORE 3 /2 8h

=} G
ARE

. _— Employee
Core Task Training Duration/mins |
Dat Sign-off/Date
ate

LA & H bR B
1 Day 1 20
Hyatt Purpose/Goal/Value
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) B IRV R IRVl YA SN TR i = Day 2 20
Hyatt Overview/Hyatt/Brands/Owner Company/Mrg Team Y

L X 2 /LA
3 Day 3 20
Hyatt Network/Company WeChat

LB AT I E /5 T2 Rh AL
4 " . Day 4 20
Recognition Hystar&lncentive

F_WE: K. AARAEEEVEFEREEIN—KEFHM
ERES R AATR KBTS RIS

LA ER: N30 BAFT&EI, EFTTRFBAENEZ
HT, HEH2H — R 2 EE RS 3R 5 R 32 g5 )| R Bl
2. A THZN: WHa; WEL s EFI; B CKERE

%, Bk mE £l LT B

(1) B &R R YT R 2 4

WH—: BEEAHS

Section 01: Rooms Divisional Orientation

o oy
HYIRE SlES i B

.. . Training _ Employee
Training Topics Buddy Sign-off/Date .
Date Sign-off/Date

IZE & S RPN P

Who is Who - Rooms Division
-9 it

Room Type

BOHTREHAE E

Updated promotion information

WH . FEAKRE

Section 02: Basic Tasks

LUNCIBEI N7

How to enter a guestroom

W g% N8 517 1H)

How to assist a guest with directions

Unfer el A FH R 6 4

How to assist a guest with the safety deposit box at
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reception ‘

DiH=: YIRS 7
Section 03: World of Hyatt

QORI 99 b3 A R R M2
How to enroll WOH from the website

Ui #F RESERVE Z 4t A i N gL K b 2> 7
How to enroll WOH via Reserve

BT DA e NARIE T G I HE T B R 2 A

How to promote WOH upon arrival

WMEN: R4H)| - Vingcard

Section 04: System Training — Vingcard

WA %R — 3K Bl SARE
How to read a Guest key card

WATHIMEFTRYZ R SRR
How to cut a new Guest key

N EH—mEAAR
How to Duplicate / Copy a Guest key

THA: RS - PGS & EDC
Section 05: System Training — PGS EDC

WNMATIEE AR PGS R 4t Bl {5 F -R4AL

How to get the authorization in PGS

WA EGHIE AR TE PGS R GEH AL

How to cancel the authorization in PGS

M 7E PGS R4 HHHUAE F R AL 5E ik
How to do the credit card offline in PGS

WHEN: RS - Opera

Section 06: System Training — Opera

BB Opera RGP FEAThEEHE

Understanding of the Function Keys in Opera

E1E7E Opera R HER T EIXEMER
Understanding the different Profile types in Opera

TR AR R

How to update information in Guest Profile

WHA: REEN - AME

Section 07: Service Training — Check In

14




LUOPSE=Y N 52PN

How to check-in a Guest

WA ARBEMTHEAMEHRBENE

How to check-in a Day Use room without a reservation

W AR EEIEAE

How to check-in a Guest booked through a wholesale agent

WHEHN: BREF - ZANEE

Section 08: Service Training — During Stay

HE ANARBPERT AT F R A

How to assist Guest with a malfunctioning key

INMATRLER R AT LA Y E K
How to handle request to purchase medicine

WfAESIEHALEE NERERERNRIBFEARR

How to handle waitlist for extension during peak occupancy

WHE: BRFE - HBAALEE

Section 9: Service Training - Group Handling

WA AEAE ARIEAE
How to check in a group

4146 & (F|RAEER
How to check a group Manifest / Resume

anfaiem A A 3 EC 55 18]

How to pre-assign rooms for a group

BH+: BRFE - B

Section 10: Service Training — Check Out

WMAIAEREIRE

How to checkout PM account

WAL ENERTEA RSB R
How to handle an advance deposit by cash

WM LR NERT A EIPRE B F1E&
How to handle an advance deposit by credit card

WH+—: &I
Section 11: Night Shift

WMATAE RN TIEEERTS

How to setup Counter for Next Day

TAfAI5ERR “ Bucket Check”
How to perform Bucket Check

WIS R THTH B4
How to file the Restaurant Supporting Chits

15




WMHE+=: &Rgx<H
Section 12: System Shutdown

WM& ARG K ]
How to prepare for system shutdown
M FNATAFICNE

2
How to check-in manually
3 WMAIFz AT ARE

How to checkout manually

(2) BAVEQHERERE )

WH—: REH - BEFERSA

Section 02: System Training — Telephone System

éﬁ% TS i%éﬁ)l'l EIFJ% INEESE FRES
Learning Training Buddy Employee
Core Tasks
Code Date Sign-off/Date = Sign-off/Date

1 WAL | PR EBIELER

How to upgrade / downgrade telephone line
) W R G i E M BEAR 55

How to set wake up call from the system
3 nE=E | MkR - FTITH RS

How to set /release DND
4 |

WH—: R4 - Reserve
Section 03: System Training — Reserve

. RESERVE & %iIh&E

Reserve Functions
) nfali&e& RESERVE RGtHIF P EHS

How to RESERVE change password
3 WN{AI7E RESERVE R E AR A EH AL

How to use Guest Lookup in Reserve
S

WME=: RFE - BFELE
Section 04: Service Training — GSC Service Handling

1 WA RLIRIE R AR AT S IR B TR K

How to handle request for a DND or Screen Call
) AR AREEEEER®

How to handle request for Housekeeping items
3 IR AE KRR A M

How to handle request for stationary items

16
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TEHN: REFI - EFFOAFE

Section 05: Service Training — BC Service Handling

1 WAL EEE AME AR ENMNEXK
How to handle request of a Facsimile Machine
) INMATRLER [E SN A HRFT IR IR R EE K
How to handle outgoing calls for city Guest
3 IR ENE K
How to handle request for photocopying service
s Iy AR ARZENAVEE K
How to handle guest color photocopy request

»

(3) FRIFZ BRI

iH . FEARRE
Section 02: Basic Tasks
. BT ({45 o BbAIA FARM | MREL | Fels
Learning Training Buddy Employee
Core Task
Code Date Sign-off/Date ~ Sign-off/Date

1 W{AT AR 55 20

How to serve standard spirits
) i A4

Hygiene

WMH=: JfiRH&R
Section 03: World of Hyatt

1 AT E X b 3 L R 2> R

How to enroll WOH from the website
) T 7E RESERVE 2 Gt H I NS R b2 57

How to enroll WOH via Reserve
3 AT g 7E 2 N AR AT i I 41 ) B R M 2 B

How to promote WOH upon arrival
4 |

WHMN: RHE)| - Vingeard
Section 04: System Training — Vingcard

1 WA %R — 3K s Bl SARL

How to read a Guest key card
) W EIERT Ry = SRR

How to cut a new Guest key
3 N EH—EERAAR

How to Duplicate / Copy a Guest key
4
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BiH*%: RGE| - PGS & EDC
Section 05: System Training — PGS EDC

ANfAIEFE PGS & 4t Hi i 15 FH R4 AL

How to get the authorization in PGS

WIATEGHIE AR 7E PGS R4 H UL

How to cancel the authorization in PGS

M 7E PGS R4 HH A5 R AL 5E %
How to do the credit card offline in PGS

WHA: &5 - Opera

Section 06: System Training — Opera

E1E7E Opera ARGt EAThEE

Understanding of the Function Keys in Opera

E{E7E Opera REHEM AR LXEAEE
Understanding the different Profile types in Opera

WA E R AR By
How to update information in Guest Profile

BHA: BREFEIN - AME

Section 07: Service Training — Check In

MAAE—RINERRHNEAMERICFE

How to check in a First time Regency Club Guest

MAANEEREANERENERICFY

How to check in a repeat Regency Club Guest

WMfAFTFLIERTE

How to make a courtesy call

WEN: REF - ZANEHE

Section 08: Service Training — During Stay

HEANARSPER A £ B A

How to assist Guest with a malfunctioning key

WAL IR N L2 mAaIE R

How to handle request to purchase medicine

MAIESIERALEE NEREREFNVRFARZER

How to handle waitlist for extension during peak occupancy

BH L. RFE - B

Section 9: Service Training - Check Out

WMAIAEREIRE

How to checkout PM account

AR NERIE A& R

How to handle an advance deposit by cash




3 WMy AL BB NERT A EIFRE B F1E%

How to handle an advance deposit by credit card
4 ............

BiH+: RGRH
Section 10: System Shutdown

1 Wn{AT e 28 R G K ]

How to prepare for system shutdown
) A FhAEAFIRNE

How to check-in manually
3 N FshAEANRE

How to checkout manually

BH+—: BRRBEKRSE
Section 11: Food & Beverage Service Training

1 nfal AR S5 Tk AR 7K

How to serve drinking water
) WM AR S5 kAT IR 5%

How to serve an ice lemon tea
3 WMl AR 55 SRt

How to serve juice
4

(4) ALEZQH R

BH . ALK

Section 02: Basic Tasks

FIHP s FHERL

Learning RETARES Training Buddy Employee
Core Task
Code Date Sign-off/Date = Sign-off/Date
1 e 5 2 NAFAT 2
How to store luggage for guest
) AAR] FHAT 25 ZE R AT 28 2% N s 18]
How to deliver luggage to guest room
3 AT 25 25 N AT 22 T
How to keep luggage trolly
WMH=: BYUEXHER
Section 03: Airport Pick Up Related
1 M= QR NHEL
Airline offices
) kSR X
Arrival / Departure areas
3 RENNE
Security Offices

19



WHEMN: ARFEIN - ALRERS

Section 04: Service — Concierge Service

WM AR T TT

How to handle a restaurant reservation

W] F9 B N RHEMHE L1 TH2

How to arrange a tour for a Guest

M) A NBUHRIF 1 TIE

How to cancel a tour for a Guest
BHA: REFU - TEHRS

Section 05: Service — Bell Service

s aEANTERRS

How to escort guest from Driveway to Reception
WETFF [ RG]

How to opening & closing Car Door
ARG R ANFEEREFIS

How to welcome & greet Guest from the driveway to the front desk

(5) F&TZOE R

WH . FEARKRE

Section 02: Basic Tasks

5 H Ak 24
W TS FINEH FHEEA

Core Task

Training Buddy Employee
Date Sign-off/Date =~ Sign-off/Date

How to Open a Bottle of Sparkling Wine
L CIP AR IR

How to serve a bottle of Red Wine
ARAR] IR 55— AL A 2 3

How to Open a Bottle of Wine
AR I 0 1

WH=: RGN - S

Section 03: System Training — Hostess

AT 2 AT L

How to take Reservation in person
AnAnTiE i R G R R TIUE

How to take Reservation through Telephone

BWHEMN: RGH - S8

Section 04: System Training — Order

20



RITMH

! Restaurant food Training
0 BT KB I
Restaurant drinks Training
3 e
WEL: RGHEI - RSEK
Section 04: System Training — Service Beverage
| U] R 550Kk
How to serve Ice Water
0 Ty iR 25 FAK
How to serve Hot Water
3 e
WHEN: RGHE) -RE &
Section 06: System Training — Hotsos
) R 553 i o B
Where can I serve the food
0 AT S T IE R AR TSR
How to arrange food properly on the table
3 LUNEN SRR Gl
How to arrange the fish
HHLE: RGHEI -
Section 06: System Training — Casher
) AR 7 S I
The login and logout function
5 LUNEPSE- PN
How to present a Bill to the guest
3
BHN: RGEY| —HARERIEI
Section 06: System Training — Other
1 B 48 ik FL
How to add or remove cutlery or glasses
) LU EPSE-PNIE o
How to present a packet of Cigarettes to a Guest
3
WMEN: RGN -&&
Section 06: System Training — Safety
CTGN1 ledites
Food Safety
CTGN2 Hygiene and Food Safety
PASEMZE
CTGN3 | ...

21




(6) o= JT A% Q5 jE 3 I

WH . AR
Section 02: Basic Tasks
BHYIH Jfi 2544

Il s e At
RUTARES Training Buddy FREEE

Core Task . Employee Sign-off/Date
Date Sign-off/Date

1 How to Open a Bottle of Sparkling Wine
U CIPE RN
2 How to serve a bottle of Red Wine
AT R 55— TR e T
3 |
WH=: REEYI
Section 03: Service Training
raon . oo | PRI G
How to take Reservation in person
FRGN - 002 mwﬁﬁﬁﬂﬁiﬁi
How to take Reservation through Telephone
FBGN-003 | .............
WE Y. fr&/ TEZe
Section 04: Food/Work Safety
Hygiene and Food Safety
CTGN2
PASEWZE
CTGN3 How to Carry Plates
LUIEE TR A
CTGNS Safety Around Children
LB 8] [ 22 4y i I
CTGN6 | ...
BHL: hEEEEF
Section 05: Standard Operation Sequence
CTGN1 How to Clear a Table
AT Wi A
CTGN12 How to Take an Order
LURCIPEE S
CTGN13 How to add cutlery
an ey e A
CTGN14 | ..........

(1) B2 HZR L EERZ

WH—: HEAHRE

Section 01: Basic Tasks

22




Byl H I %5 44 FHEREA
MBS Training Buddy Employee
Core Task . )
Date Sign-off/Date Sign-off/Date
of How to Open a Bottle of Wine
R T4 4
02 How to prepare the beer/winr table
D] R £ ML R A Y 4R
03 How to present Toothpicks
U] R 55 4 %5
WHZ=: R4
Section 02: System Training
o1 How do i view DDR in the system
WA R i &5 R H FiUE
02 How do i view 18days forecast in the system
WA TE R G £ E 18 K Forecast
03 How to enter an item in an account
LUECERRLSESA
DH=: &4 - Iscala
Section 04: System Training — Iscala
o1 How to Purchase consumables
AN]SR 25 FH Y K
02 How to manage banquet drinks
LUNCIK=SE RS2 3T/
03 How to Handle Glassware Dishes and Cutler
WA A BRI ES AR ML, W B AR B
WEMN: REFFI - SBURS
Section 04: System Training — Service Beverage
of How to check the meeting room in advance
A S AR B 2 i
02 How to check the air condition
LULEE Sa Rl
03 How to check indoor hygiene
AT A 5 A AR
WHA: REBI -REEHKIEK
Section 06: System Training — Hotsos
of Where can I serve the food
R 25 3 o B
02 How to serve the cloth
anfe Ak 55 A
03 How to arrange food properly on the table
LUNGIECEE AT HEEY =g
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BHEHA: HREFI

Section 06: System Training — Casher

of Banquet meeting table setting standard

IR B bR
02 Banquet dining table setting standard

e R bR
03 Banquet coffee break setting standard

TR R B bR

WHL: R4V - Ess %)
Section 02: System Training — Set up

of How to enter the shift in the system

WA R G s NHERE
02 How to record overtime in the system

WA AE RGeS N INBE
03 How to enter vacation time in the system

e A8 FR T AR AR

DHE/\: Hesil
Section 02: System Training — Set up

o1 Banquet opening check list

ST PR bR
02 Banquet closing check list

BLE T R AR
03 Linghting standardsfor each area of the Banquet =L /7 % [X 1

KT A F At

75 Bl kR

2022 £ 7 A 20——21 H, K#EEER L FREE 09K 5T E
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ETRETRAMBER, BEEESTINA, gRAFRERE
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