
t UNIVERSITY OF JAMMU

Svllabus of Entrance /Screenins Test for the post of Assistant Manaqer

(Ur-,iversitv Guest House. Nlain Campus. Universitv of Jamnru'l

Duties qnd Responsibilifies (the odministrotive duties os well os the

Guest Relotion Monogemenl): Property checks, sioffing, duty roosiers'

work schedules, stoff grievonce hondling, iroining ond hiring of new

stoff, first oid procedures, feedbock monogement ffom the guests'

TQM (totol quoliiy monogement). Interdeportmentol ond

Inierdeporimeniol coordinotion, cleonliness ond housekeeping

ff:::,t'Tr"nLno Budsetins: Knowtedse of Yietd monoeem:f]l

forecosting ond iis benefits, Budget hondling, P-or stocks' Inyentory

moncgement, Moking guest house performonce reports-Averoge

Doily Rote, REVPAR, Averoge Room Rote, occuponcy percenlCIge'

Knowledge of Food ond Beveroge: Knowledge of Menu, Menu

plonning, room service procedure vorious iobour lows in hospi'tolity

sector, purchosing methods, stock control, hygience ond sonitotion

orocedures in kitchen.

Guest cycle Monogement: Guest cycle (pre-crrivol. orrivol, during stoy

ond deporture octivities), Knowledge of MS work, property

monogement system (vorious softwore's), knowledge of night ouditing'

bill setilement procedures n coordinotion with University outhorities,

gender ond cge sensitive service proctices, Custorner Relotionship

monogenren'f .

Question pqper will consist of two parts A ond B

porf A: objective type question covering the whole syllobi;

Totol morks: 50

Pori E: Subjective tYPe
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Totot Number of Quesiions: 50 (fifty only)

Durolion : 30 minuies
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Nofe: All questions ore comPulsorY
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