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Functions of Supervisors
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I. CAC NGUYEN TAC GIAM SAT

1.1 Nam dugc nhitng nhan t6 1am anh huong dén nganh
kinh doanh luu trd/ khach san

Nhom khach hang/ thi trirong khach
Nhitng loi ich ciia khach hang, 16 chire, dong nghiép, ...

Giam sat, t
noi bo khac
Phai cd kin

neo dBi nhitng hoat dong co lién quan dén
N san va bén ngoai khach san

N nghiém trong viéc gidi quyét nhirng khach

hang khong hai long vé chat lwong dich vu cua Khach

San

Nang cao van hbéa cung cdp sin pham, dich vu ciia

khach san.
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I. CAC NGUYEN TAC GIAM SAT

1.2 Biét dugc cac nguyén tic kiém soadt kho hang héa, vat

dung, ...cia minh quan ly

- Nam rd tirng trang thiét bi, dung cu, hang hoa, ...thuéc bé
phdn minh

- Biét dwoc quy trinh dét va nhdn hang (order) héa cho kho
cua bo phan minh dam nhan.

- Biét dwoc nguyén tdc luvu gitr hang hoa trong kho

- Nam dwoc tinh thoi vu nguyén vt liéu, sw thay doi sdn
pham & dich vu ciia bé phanl khach san

CO kha nang dzeu phoi, van hanh hang hoa kho nham mang
lai qua kinh té cho bé phdnl khach san
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I. CAC NGUYEN TAC GIAM SAT

1.3 Biét str dung 6 hiéu qua cac nguon luc

- Str dung ¢ hiéu qua chi phi vé ngudn hang cung cap

- Ngu‘(k)n nhan luc: k¥ nang nghiép vu va trinh do tay
nghé nhan vién

- Co sd vat chat k¥ thuat

1.4 Biét duoc 1am thé nao dé phat trién van hda dich vu
khach hanh trong t6 chirc doanh nghiép khach san cua
minh
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I. CAC NGUYEN TAC GIAM SAT

1.5 Biét cach to chirc, xay dung lam viéc theo nhém va
tao dong luc lam viéc cho nhan vién

1.6 Biét ghi nhan cac nhan vién co thanh tich tot, khuyén
khich dong vién nhan vién khi thuc hién cong viéc

1.7 Giam sat va truyén thong hiéu qua vé viéc thuc hién
cac cap do dich vu dén khach hang.

1.8 Biét xay dung moi trudng lam viéc an toan va lanh

manh
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I1. TRACH NHIEM CUA NGUOI GIAM SAT
> Lién két véi cac quan Iy cap trén véi nhan vién dudi
quyén nham truyén tai thong tin lién lac, di€u phoi, t6
chtrc, van hanh doanh nghiép.
> Thuc day hoan thanh cac muc tiéu cua khach san

» Ké hoach kinh doanh va thuc hién ké hoach kinh
doanh theo tirng giai doan/ mua vu

> Cung cap cac thdng tin, bao cio dung dan, kip thoi
> Tuan thu va chap hanh nghiém tdc cac chinh sach, quy
trinh t6 chirc hoat dong bo phan/ khach san
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II. TRACH NHIEM CUA NGUOI GIAM SAT
> Sur dung c4c nguodn luc cta khach san tiét kiém va cé
hi¢u qua
» Xay dung thuong hiéu va hinh anh khach san
> Thé hién su tOn trong
» Quan hé¢ con nguoi
> Huan luyén
» C6 van
» Xay dung nhom
» Dao tao, danh gia thuc hién nhan vién
> K¢é hoach phat trién ngudn nhan luc
> ...
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II. TRACH NHIEM CUA NGUOI GIAM SAT

% MOt so trach nhiém quan trong nhat ciia nguoi giam sat

e Truyén thong, giao tiép (Communication)

e Tao dong luc cho nhan vien (Motivation)

e Hudan luyén nhan vién (Training)

o Thiét ldp nhitng moi lién hé hiéu qua trong cong viéc
o X8y dung hé thong danh Qia hiéu qua lam viéc

e Ky ludt nhan vién
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ITI. CAC KY NANG GIAM SAT TRONG QUAN LY

e Technical skills

— the specialized knowledge and expertise used to carry out particular

techniques or procedures.
e Human relation skills
— the ability to work effectively with other people.
o Conceptual skills

— the ability to see the relation of the parts to the whole and to one

another.
« Decision-making skills

cao pimg BRIGi@DIIILY t0 @analyze information and reach good decisions.



Relative Importance of Types of Skills
for Different Levels of Managers

Human Decision-
Technical Relations Conceptual Making
Skills Skills Skills Skills
Top
Managers
Middle
Managers
Supervisors
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Presenter
Presentation Notes
See Learning Objective 2: Describe the basic types of supervisory skills.
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