Restaurant, Hotel and 

Meetings Management

RHM 468

Work Practicum in Hospitality

Work Experience Manual

Packet D

Previous Work Experience
Steps To Be Completed for RHM 468 (Work Practicum):
1. Week One:  Attend Class the 1st Friday of the Semester (time posted on your schedule)

a. Note…Summer Students will not meet 

b. Download Packet D from www.ches.ua.edu/rhm website or E-Learning
c. Begin to Organize your Work Experience Portfolio.  
2. Week Two-Sixteen:

a. Begin to type your answers to the questions in the work experience manual for Packet D.  
b. Remember you MUST have proof of these hours included in your portfolio.  

3. Week Sixteen:

a. Final Work Experience Portfolio is due in Class the Friday of Dead Week
b. Give a 2-3 minute presentation on the following info in Business Casual Attire:

i. Name of Facility

ii. Job Responsibilities

iii. 3 things you have learned

iv. 3 things you think need to be improved or changed
RHM 468 Hospitality PREVIOUS WORK EXPERIENCE

The following questions and projects are to be discussed in your written report.  Include copies of material you collected from your experiences that are relevant, i.e., organizational charts, policies & procedures, records, etc.  Do Not answer questions with a “Yes” or “No” only.  

General Information Questions

1. Discuss the position in which you were working.  
· What were your job responsibilities (attach copy if available).  
· Who did you report to? 
· What were your hours of work?  
· What was your rate of pay?

2. How did you get this work?

3. What type of organization did you work for?  Was it a chain, independent, franchise?

4. What was the organization structure of the organization?  Prepare an organizational chart showing all management and hourly positions?

5. Who were you responsible to?  How did this person communicate to the person(s) above them; to the people they supervise?  Did they have any staff meetings?

Training and Job Questions

6. What type of orientation/training did you receive?  
· Was it adequate?  
· What could have been done to better orient/train the employees in this organization?

7. Were there any written policies/procedures in the organization?  
· What did they cover?  
· Include a small sample if possible.

8. What types of counseling/disciplinary techniques were used in the organization?

9. Did the organization use any type of incentive programs to improve employee productivity?

Marketing Questions

10. What type of marketing concepts, materials were used to promote the operation?  Discuss any promotions, coupons, posters, used in the facility?

11. Who is the primary target market(s) for the operation?

· Business traveler, leisure, families, senior citizens, etc?

Management/Overall Experience Questions

12. Discuss the major problems/concerns/issues regarding the management of the operation.

13. Discuss your work experience.  Identify at least five aspects of your work that helped you better understand the expectations and responsibilities of the hospitality managers.

14. Identify at least three aspects of your work that, if you were the manager you would like to see changed.  Discuss why you would want these changed and what you would do.

Proof Of Hours

15. Be sure to include the appropriate documentation to prove your work experience hours.  Add up all the hours and give a total.  

RHM 468 Work Experience Grade Sheet for Packet D “Previous Work Experience”

Name of Student:____________________ Place of Internship:___________________

	Due Date
	Assignments
	Points
	Points Received

	Weeks 1-16:  Answer throughout semester and put in your final portfolio 
	Work Experience Manual
	
	

	Put in report 
	Title Page


	05
	

	Put in report 
	Table of Contents


	05
	

	Put in report
	A. General Questions

	15
	

	Put in report
	B. Training & Job Questions  


	15
	

	Put in report
	C. Marketing Questions 


	10
	

	Put in report
	D. Management & Overall Experience Questions

	15
	

	Put in report
	Paycheck Stubs totaled up or 

Proof of Hours (Letter from Company or Supervisor)

	10
	

	Put in report
	RHM 468 History Form


	05
	

	Oral Presentation:

Friday of Dead Week
	Business Attire and Presented Info


	20
	

	Final Portfolio Due:

Friday of Dead Week  
	Final Points 
	100
	


All reports not turned in by Friday of Dead Week will result in a letter grade reduction.

Mail if out of town to: Instructor’s Name 

Doster Hall 206 

729 Colonial Drive, Tuscaloosa, AL  35487

