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" P. GIRiDHAR, - —

Pnnc:pal

g Ot: 11-06-2018
N N / Ref. - ;
To

s/ Dale:

IARAR

The Registrar
Osmania U

niversity
Hyderabag

Respecteg Sir,

Sub: Hingdi Mahavidyalaya (Government Alde

100, U). Sending Syl
of B.Vocational { Ban
Admimstrauonr Reg
Ref: (1) Our Letter No: 2395/2018-19. 10-04. 2018

(2) Syllabuys Copy in respect of B.vV
(3) Syllabys of B.Voc (Hospit

d & Autonomous Degree College Affiliated
labus Copy for the issue of Equivalency Centificate in respect
king and Insurance) & B Voc ( Hospitality & Tourism

Ocationa) (Banking and ns
ality & Tourism Admimstration).

urance)

in Continuation of our

earfier letter ated at
followed by the C

Ref1, iam here with sendin
espect of B.Voc (Bank

€ 3 copy of the Syllabuys
ollege in r

ing and Insurance) and B.Voc (Hospita!ity & Tourism

As the U.G.C K

as already clarifi
with the fj

nancial support enjoyed fr

1. IN RESPECT OF B.Voc (Banking and Insurance)

1. To recognize the B.Voe (Banking and Insurance) equivalent tg B.Com, B.Com (Computers),

2. To recognize the Students of B.Voc | Banking and Insurance) as eligible for seeking
admission into M.Com, M.Com { Finance), M.Com( Banking and Insurance) , M.Com (

Computers) , M.Com( Retail Marketing) and any other P.G. Course for which the students of

8.Com ( General) and B.Com {Computers ) are eligible,

To recognize the B.Voc ( Banking and Insurance) as qualifying Bachelor Degree for admission
into any P.G. Diploma offered by the Department of Commerce, O.U.
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NRESPE OF B.voe Hospitali nd Tourism Administration

e the 8, Voc {Hospit

of
: to Bachelof
ality and Tourism Administration) equivalent

Hotel Management & Catering

. ‘t A
Technology offered by Osmania Um‘-le-'st'r:lion) as eligible for
2. To recognize the Students of B.Voc ( Hospitality and Tourism Adn:;n:rcaeolosﬂ olfered by
seeking admission into MA ( Ancient Indian History, Culture an
Osmania Univarsity ‘ - sligible
- ration) as elig
3 To fecognize the Students of g Voc { Hospitality and Tourism Administ
for PG Diploma off

of History and
ered by the Osmania University through the Department
Afchaeology.

students are eligible for the

above mentioned benefits and the
ear Degree Courses are fre

quently approaching us for necessary

:
iy eek
Inistration) in Providing employability skifls, so as to induce them s
3dmissign Into the saigd Courses . |
Yhankmg you,
Yours faithfully ,
(P. GIRIDHAR)
Encl: Ag stated aboye

U C, PHINCIPAL

AIND! MAHAVIDYALAYL

Arts, Commerce & Sciencs
Nallakunta, Hyderabad.-44
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Dy, Ruvi Kumar Nanduy

ri, N
HOD, Dept of HHTS, e\y)
HMYV lnmilulc of Vocational Studies, ST
Nallnkum d

L Prof.

Vi
Professor & Chairperson, BOS, AV /
Depx, of Hisl(\ry 'v.\

G. Arun Kumar

SMmanjy Univcrsity.
Hydcrabad.

Mobile No s

2. Prof. G. Sudarshan Reddy,
Profcssor. & HOD,

. ' L i "v‘
Department of History,
Smania Univcrsity.
Hyderabad,

Mobile No- 9000420178.

INDUSTRY PARTNER:
——="21 VARTNER:

Mr. Pradeep Kumar Dutt,
C0~Chairperson (Industry P-armcr) ‘
Member, Managing Committee,

H.M.V. Samiti. G.M Hotels Hyderabad
Mobile No: 9392233200 98 481-24) 89

SKILL DEVELOPMENT PARTNER:

Dr. Vijaya Bhaskar Reddy,

. 7
Centre for Innovative Learning, e )"k‘-/
SKill Development Expert ‘

Mobile No: 9848335414,
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MEMBERg OF BOs.

Pror, G.S. Rao,

Dean Faculty. J
Badnk, College, Yderabad, -
Mobije No: 98480449609

Prof g, g

E ivanag; Reddy,
CEQ, OSD, Dept, of Tourism, Hyderabad
Mobie No: 9848598446.

Prof K.

Ramg Krishna, AA"'—
Retd. Profcssor

Pt of History'. Oou
Hydcrabad

Mobile No: 8374516223

Mr. N, Raja Kumar,

Tour Conductor & Freelance Faculty in Tourism N
Mobile No: 9494245554

Dr C.S Vepa, ,_g
Director, 1CT

NSB, Hyderabad,

Prof Adapa Satyanarayana Ph/
Retd. Professor,

Dept of History, OU
Hyderabad
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han Reddy
: Prad ¥, HOD, Dept. of History, Ant ;
cdcp Kumar Dutt, Member, Ma‘:\aging lggry. U, Syricabad.

Hderab . mmittee, HM.V Samiti, GM Hotels
Por - 80, Dean Faculty, Badruka Colle ¢, Hyd
E. Sivanag; Reddy, OSD, Dept. of Tourigsm, Jy::ab;:d

4
5
6. Prof. K. Ra i
- ™. Rama Krishna, Retd i vderabad
5 D + Retd. Professor, Dept of History, O
z . Nn?ay:i fl!zasknr Reddy, CIFEL, Skill DcvclOpmocr:l ExUp;:lr:. Hydctat;ad
5 umar, Tour Conductor & Freelance Faculty in Tourism, H)W

11 Me. A » Retd. Professor, Dept of Hist . OU, Hyderabad
> Snru 1}”!:}1!{41\'/&5 Shan}\a. Secretary, HMV Samithi, Nallszyuma. H)t)icubad
*2¥oli R Hastak, Principal, HMV, Nallakunta, Hyderabad. ‘
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BOARD OF STUDIES
STORY,

N 4

DEPARTMENT O Hi HERITAGE & TOURISM STUDIES

CHAIRPERS()N:

Dr. Ravi Kumar Na i
Nanduri,

HOD, Dept of HHTS,

HMV Institute of Vocational Studies,

Nallakuma. Hyderabad - 44

Mobile No: 9848072812

LNlVERSITY NOMINEE:-

L. Prof. G;. Arun Kumar
Professor & ¢ hairperson, BOS,
Dept. of History,

Osmania University,
Hyderabad.
Mobile No -

2. Prof. G. Sudarshan Reddy,
Professor, & HOD,
Department of History,
Osmania University,
Hyderabad.

Mobile No: 9000420178.

INDUSTRY PARTNER:

Mr. Pradeep Kumar Dutt,
Co-Chairperson ( Industry Partner) ,
Member, Managing Committce,

H.M.V. Samiti, G.M Hotels Hyderabad
Mobile No: 9353233266, 48Y81-24749

SKILL DEVELOPMENT PARTNER:
Sl Y RLOUNTMENT PARINER:

Dr. Vijaya Bhaskar Reddy,
Centre for Innovative Leaming,
Skill Development Expert
Mobile No: 9848335414,
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2¢, Hyderabad.
0: 9848044960

b) Pror E. Sivnnngi Reddy,
CEO, 0

. L of Tourism, Hyderabad
No: 9848598446,

¢) Prof K. Ramg Krishna,
Rcld. Profcssor.

Dept of History, ou
Hyderabag

Mobile No: 8374516222,

Mobile

1
d) Mr. N, Raja Kumar,
T

our Conductor & Freelance Faculty in Tourism
Mobile No: 9494245554,

e) DrCsS Vepa,
Director, 1CT
NSB, Hyderabad.

|
!
f) Prof Adapa Satyanarayana
Retd. Professor,
Dept of History, OU
Hyderabad
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HISTROY, HERITAGE & TOURISM STUDIES
 OF THE MEETING oF go

* HERITAGE &
B.VOCcATION AT, COUISSIE & TOURIS

ARD OF STUDIES, DEPARTMENT O;
M STUDIES HELD ON 28-09-2015, FO

~HOSPITALITY AND TOURISM ADMINISTRATION.
% TIME: 03.00 P.M
Members Present.

l. Dr Ravi Kumay Nanduri Chairperson.

% Mr.p radeep Kumar Dutt Member, Industry Partner.

3. Prof. G Arun Kumar Member.

4. Prof. G.§ Rao Member,

S. Prof. G. Sudarshan Reddy Member.

6. ProfE. Sivanag; Reddy Member.

7. Prof K. Rama Krishna Member,

8. Dr. Vijaya Bhaskar Reddy Member.

9. Mr.N. Raja Kumar Member.

10.Dr C.S Vepa Member.

L1, Prof Adapa Satyanarayana Member.

12. Mr. Laxmi Niwas Sharma Spl. Invitee.

13. Smt. Jyoti R Hastak Principal.
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SOuite 1 gy Nallak ‘ s o
ite ; ; _ ‘allakunta, 1 ~ 500 :
W _ E-Mail-vochmvi@gmail com
A

(Mﬂim;dto

NDA INT FOR p 10N
1. Toapprovc of Coy
Vog) u

(B co 8¢ Comiculum of 3 Year Hospitality & Tourism Administration
2. :
3. Tg ::::’{y tl}c Scheme of ex Pation and mode] quegtion Sadicrs
4. To it y 0r the list of Tesource persong including faculty, Board of Examiners etc
5. Any other e FS0UrCes iz, pog  Magazines, Audic/Visual aids erc
Cr matter With the PeTmission of the r
Lo M Lax _ esolutiong
Course alq harma informed all he BOS members thar the curriculum for the said
¢ syl l"b:,gg ith dclm!cd syllabus ang SXamination scheme have been prepared and
Necess ‘ OF discussion in order 10 give their opinion for any revision, if
2, p )
LG, Sudarshyy Reddy mentioned that learning objectives of cach subject is to be
"NCOrPorated
3. Prof. G. g

d 3 _
. Bhaskar Reddy pointed out
that the syllnbu appears 1o be on hlghcr side which is
Changes 1 be made.

Dr, Vijaya Bhaskar Reddy, Dr. C. S. Vepa, Prof Adapa Satyanamyana and Mr.
Kumar Dy €Xpressed  views on considerin

' £ the opinions of iIndustry partners for
Preparation of the course content which will make the students enhance their skills and.
thereby employable.

discussion, it was decided 1o consider the following points and
fecessary changes are (o be made by collecting the views of the members,
A. The depth of the syllabus for each

syllabi of other universities where this particular course is

. ; . A
the industry partners to make the S(Udt:'nls )o!? orient y
Each SUbjgtpshould contain the leaming objectives for each subject 10 measure
against the learning outcomes. _
D. Tic revised syllabus incorporating the above said changes shouédo ge made
ready within a month's time and circulate 1o ] the members Offmc o board )
It 1s unanimously dccepted 10 approve the list of the members of the facalty,

f IF SETVices as
examiners, resource persons and guest faculty and resolved to make use Of their services
and when needed.

A
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Since there w

Chair.
€7€ N0 further points for discussion, the meeting ended with thanks to the

c—

: CHe—
Dr, RaviKumar Nanduri, Prof. G. Arun Kumar,
Alrperson, profw!-&ﬁhm B8
Partment of HyTg, DeparDemasfrbbonof, @isry :
Oemania University, Hydgrabed-1, A.
"4}/‘2’ £ 1 T .
Prof. . Sudarshan Reddy, Mr. Pradeep Kumar Dutt,
ofessor & Bept. of History, O.U. Member, Industry Partner
Departmeu! of i[t’istory

Osmania Umversny
8bad, Telangana S

: v
Prof. G. §. Rao va \ Prof. E. Sivanagi Reddy,
Member, st )2 1 Member.
P Sela, ' it
ta L d s
Prof. Adupgma,g{;ﬁ ) Dr. Vijaya Bhaskar Reddy
Member. Prof. A, Sat,yanara yana Member.

DEPARTMENT JUF HISTORY
Osmanla Unlveoreity, Hyd-1,

W
DrC.S.v /ﬁ'\ RAGSB Rainy Knshna(‘(zg_{? )' Iy
Beoved <o : Member.pyspuiimest of Histo
Member, =it o.mni: University. Hyd7, AP

G/ N RoiaKimay
MN.Raja Kumar
CA. Laxmi Niwas Sharma, m:m;q
Spl. Invitee.
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Paper BV 105: Fundamentals of Tourism
Objective.

O familiarize the basic concepts in Tourism.

15t - Visitor-
-l ® 't . . | m
Unit-1: Mcamng and concepts of Tourism: Tourism meaning - leisure, T
Traveler - Evolution and development
; and Health
Unit-1y. Facets of Culture Language, Literature, Dress and ommqls. ::;d And Tribal -
System -Performing Ants - Performing Arts - Dance, Classical,
Personalities with to Indian Context
g ; booking
Unit-1yy. Types of Transportation: Roadways- Railways- Air Ways- Waterways and
System
Unit-1y. Forms of Tourism: Inbound & out bound tourism Domestic- International
Unit-y: Types of Tourism ~Religious tourism, Hcs_'itagc tourism, ethnic tounism, adventure
Tourism, rural tourism, eco-tourism, medical or health or wellness tounsm
References:
1. Biswanath

Ghosh: Tourism and Travel Management
2.AK Bhatia ! Tourism Developemnt T
. . nd Principles
3. Jugmohan Negi- Tourism and Travel Concept a
4BK Goswar:ig' & Dr.Ravendran: Textbook Tourism Management

Dr. Ravi Kumar NVS
Assistant Professor
Yaed-Daportment of Hespitality L Toarism Shydies

Ihf-nﬁ,,.n’ % IO)h’_..,)'dva'aya
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Paper B.V 106: Fundamentals of Hospitality

0 : : '
biective. ' e and brings out 1S
im This paper provides an overview of the hospitality industry
POrtance 1 tourism industry. f
- Ao . Importance ©
Unit.y. Meaning, concept, origin and development of hospitality industry l'::“ Role of
, . wide.
Customer care in hospitality.  Famous hotel chains in India and world
hospitality industry in tourism.
- . . M .u‘ion’l
Unit1n; The important functional departments of the hotel, their functions. Organ

chart of hotels (Large, Medium, Small) . Facilities provided in hotels.

Unit-1ny; Room Types & Tariffs - Types of rooms, Food / Meal plans, Types of room rates.

N n
(Rack, FIT, crew, group, corporate, weekend ete.) ; Classification of hotels (based ©
various categories like size, location, clientele, length of stay, facilities, ownership)
Registration and gradation of hotels,

Unit-1y: Equipments used (Manual and Automated) ; Role of Front Office- Key control and

key handling procedures , Mail and message handling , Paging and luggage handling ,
Rules of the house (for guest and staff) , Black list, Bell Desk and Concierge

Unit-v: Communication Fundamentals- Telephone etiquettes, Important terminology used in

hotels Professional Attributes- Attitude towards your job, Personal Hygiene,
Uniforms ,Care for your own health & safety.

Dr. Ravi‘um/mws

Assistant Professor
Head-Dapartmont of Hospitelity & Tourisen Stedies
8. Vocalional, Hindl Mahavidyalaya

Hvderabad, Telanoana.
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Model Curriculum

Meet and Greet Officer

SECTOR: TOURISM AND HOSPITALITY
SUB-SECTOR: TOURS AND TRAVEL
OCCUPATION: TRANSPORTATION

REF.ID: THC/Q4205 ,VERSION 1.0
NSQF LEVEL: 4

Ko

Dr. Ravi Kumar NVS
Assistant Professor
Heed-Daporimens of Hospitelity & Teurism Studies
B. Vocational, Hindi Mnhavldyalaya
Hyvdorabad. Telangana,




AT IGRICULUM COMPLIANCE To
QUALIFICATION PACK & NaTELIANCE T
- NATION
STANDAIONAL OCCUPATIONAL

15 hereby issued by the

TOURISM AND HOSPITALITY SKiLL Counc,

b the

MODEL CURRICULUM

Complying to National Occupational Standards of
495 Role/ Qualification Pack: “Meat and Graet Officer’ OF No. THCUQLI0 NSOF Lavsl

Oate of hivance

Deermber 0%, a0as
Valag up e

March 34™ 3018
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Dr. Ravi Kumar NVS
Assistant Professor
Head-Department of Hospitelity & Tourism Stodies
B. Vocational, Hindi Mahavidyalaya
Hyderabad, Telangana.
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TABLE OF CONTENTS
1. (urﬂ(ulum .
2. Trainer Prerequisites >
3. Annoxun: Assessment Criteria s

Dr. R umar NVS
Assistanl Professor
Head-Depertmen ol Hespitality L Tourism Studias
B. Vocational, Hindi Mahavidyalaya
Hyderabad, Telangana.
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Meet and Greet Officer

CURmcuwM /SYLLABUS
1hh p r
am ks ai
H "l:l(ju)ty' ‘:;.l:'n“od Mtraining candidates for the job of a “Meet and Greet Officer”, in the Tourtsm and
- * M building the following key tompetencies amongst the learner
pass S I\
Ptogt.m T
Name Meet and Greet Officer
g:::::':::':m Pack Name & Meet and Greet Officer
s | THC/Q4205 Version 10 e
Version N
° 1.0 Version Update Date 25-03 - 2016
P""!qullltos o Training

Preferable 10th Standard Passed
T"‘“"‘B Outcomes

After completing this programme
Meet and Greet customers
Arrange for guest transfers
Customer service skills
Proper etiquette and conduct
Handle guest queries / complaints
Health, hyglene and safety
Effective communication

Working proficlency in English / local language

» participants will be able to:

Dr. Ra umar NVS
Assistant Professor
Haad-Daperiment of Hospitolity & Tourism Studiny
3. Vocational, Hindi Mahavidyalaya
Hydarabad, Telangana.

Moot end Greet Officer
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B.Voc 205 : TouRrIsM PRODUCTS

OBIECTIVEg
To know about var -
anous kinds of Tourism Products -
To Understand Tourism ang allied industries as product T:::Q“amy
1o develop Tourism Products to enhance the options and
UNIT 1:

ietiCS of

lntx‘od- uction: Definition, Concept, Components and Characteristh
ourism Products

UNIT i

C Nature baged Tourism Products: Landscapes, Mountains, Hills,
Valleyn, Caves, rocks, Deserts.
wildlife

d
Lakes, rivers, waterfalls, beaches an
UNIT 111.

Culture and Tradition Based To
Historical. Ar

urism Products Sites and Areas of
chaeological and Cul

tural interest - Heritage Monuments ~
Museums and Art Galleries.
UNIT 1v. Recreation ang Entertainment Based Tourism Products: Recreation &
entertainment attractions, Theme Parks, Cinema and Theatre
UNIT v

World Heritage sites in India: Latest fisy of Natural areas and
Monuments

1. David Weaver, Tourism Management, Wiley, 2007.

2. Rabindra Seth, Tourism in India 2 vols, Dcl.hx, 2005

3. S.P. Gupts, Cultural Tourism in India, Delhi, 2004 .

4. Toy A Cook, Tourism the Business of Travel, 3+ Edu, Pearson Education, 2006

S. Eusan Horner & J. Swarbrooke, Intermnational Cases in Tourism Management,
Elsevier, 2005. ‘

6. Travel Planner, Published by MoT., Govt of India (Every year)

7. JBurke & B

arry Resnick, Marketing and Selling the Travel Product, (2= Edn)
Delmar, 2000

Dr. Ra umar NVS
Assistant Professor
Hood-Deparimant of Hospirslity & Tosrism Stodiay

B. Vocational, Hindi Mahavidyala

Hyderabad, Telangana.




B.Voc206: FOUNDATION COURSE IN FRONT OFFICE

OBJECTIVES

To Introduce a student 1o
Hotel

* To practice t

: s of
Hospitality industry, learn about various product
he proced

ith
: ures f ivities i t Office Wi
Appropriate phrases and Sr(c);'sor i CAVFacyiCes 3o avs
UNIT 1.
The Hospitality Industry: Definition, Meaning, History and the
Development of the Hotel indys ifying Hotels,
levels of service, Y Types of hotels Clessiying
UNIT 11: Quanties. R(_:quirec_l For ‘l-‘ront Office Stafr: Grooming, personality,
Col’nmumcatwn :v.kxlls. social skills, menta) strength, people’s person -
Do's and Don'ts in Front Office, Pro activeness
UNIT 11, Front Office Organization Organization chart of Front Office
Department
UNIT [v: The Front Desk: Front Office forms- reservations form, registration card,
GHC Equipments used in Front Office- electronic, mechanical, manual
Telecommunications - basic etiquette,
UNIT v: The Accommodation Product: Need for hotel product brochures; tanfl
card. Basis of fixing tariff in a hotel, different modes of charging tariff -
Types of guest Rooms and suites, executive floors or club floor concept.
REFERENCE BOOKS:
1. Colin & Chris Baird, Front office operations, Dorling, Kindersley, 2008
2. James Bardi, Hotel Front Office Management, John Wiley and sons, New Jersey,
2007. :
3. Kasavana and Brooks, Managing Front Office Operations , Ahla, 2005
4.

Peter Abott & sue Lewry, Front office Procedures, Social Skills and Management,
Butterworth-Heinemann, 2006

S K Bhatnagar, Front Office Management, Frank Brothers Corporation, 2006

4

—

pr. Ravi Kumar NVS 2
Assistant Professor
Heod-Deperiment of Hospitality & Towrism Stedias
B. Vocational, Hindi Mahavidyalaya
Hyderabad, Telangana.
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Qualificotions pock for Front Office Executive

The 1ollowlng sCronyms/codes have been s

ed in the nomenclature above:

Hotels 01-25
\
Restaurants 26-40
\
Tour and Travels 41-55
\
Facility Management 56 - 70
e ——— R
Cruise 71- 85
fe— —— e
Unused 86 -95
P——— \
| Generic occupation 96-99
\
Sequence Description Example
e B T TS 3 o=
Thre.q",am's :?'.' \'I_ 3 - i:.&} - ')4';—_«1_‘& -': - e -
Slash / /
Next letter Whether QP or NOST Q/N
Next tw.o numbers Occupation code 01
Next two numbers OS; plimberi= il 2
Dr. Ravi Kumar NVS

Assistant Professor
Heod-Deportmunt of Hospitolity & Toerism Shodias
B. Vocational, Hindi Mahavidyalaya

Hyderabad, Telangana.




