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Preface. 1. Communication skills: an introduction. 2. Telephone handling: knowledge and skills. 3. Hotel
management and administration. 4. Finance and banking services. 5. Reception and hospitality services. 6.
Tourism and travel services. 7. Health care and medical tourism. 8. Sports and leisure tourism. 9. Legal matters
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practical hand book for students of the IHMs food craE institutes and University Colleges as well as trainees in
hotels restaurants bars and food and beverage establishment who are undergoing training to join the
hospitality industry. The book serves three purposes:1. To upgrades general knowledge of future employees. 2.
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