
Course Title Front Office Operations & Reservation Systems 
Course Code HOTL107 
Course Type Compulsory 
Level Higher Diploma 
Year / Semester 1st Year / 2nd Semester 

Instructor’s Name Demos Parapanos 

ECTS 4 Lectures / week 2 Laboratories / 
week None 

Course Purpose 
and Objectives 

This course is design to provide students the ability to develop a 
comprehensive overview of a hotel's front office and the role it plays in 
creating memorable guest experiences.  
By the end of this module students are expected to develop front desk 
procedures and their interaction with other departments keeping the hotel 
profitable and up-to-date marketing strategies  
Students will learn how the front office interacts with other departments, 
strategies front desk personnel can use to help keep the hotel profitable, 
and how e-commerce and social networking affect front office operations. 

  

Learning 
Outcomes 

Upon successful completion of this course, students are expected to: 

• Assess the importance of room division within a hotel organization 
and demonstrate the various jobs and their routine schedules. 

• Describe the importance of inter-departmental communications 
providing maximum customer satisfaction to the guest. 

• Identify the importance of understanding the physical structure and 
positioning of the front desk and identify the key factors necessary to 
select a property management system (PMS).   

• Apply the use information technology in hotel customer service such 
as a hotel’s primary efforts (via marketing and sales and use of their 
own brand reservation system), their toll-free number, global 
distribution systems (GDS), travel agents, and third party sources 
such as wholesalers. 

• Awareness of the safety and security requirements from hotel front 
office point of view 

Prerequisites None Co-requisites None 

Course Content 

Front Office Operations and Reservation Systems 

Front office desk, Communication and Guest Service 

Reservations & Marketing Aspects 

Guest Registration - Check in, Front Office Communication 



Guest Check Out, Departure, Accounting and Settlement 

Preparation and Review of the Night Audit 

Security Department & Legal Aspects 

Hotel Organization and the Front Office Management 

Teaching 
Methodology 

Course topics are presented by a variety of teaching approaches including 
lectures, exercises, multimedia cases, homework case analysis and class 
presentations and discussions of assigned readings. 
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Assessment 

 Class participation  10% 

 Assignments/Tests 20% 

 Mid-term exam  20% 

 Final exam   50% 
Language English 
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