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State University of New York

Hospitality Management

TO:

Hotel & Resort Management Majors



Restaurant & Food Service Management Majors



Travel & Tourism Majors



Culinary Arts Majors

FROM:
Hospitality Management Faculty

SUBJECT:
PROFESSIONAL EXPERIENCE REQUIREMENT
The objective of the Professional Work Experience is:
1. to familiarize you with some phases of management in a daily working situation

2. to emphasize courses in the curriculum and their relationship to management

3. to ensure that all students have the needed skills and training to enter the Hospitality industry

It is felt by both educators and industry that programs such as this are advantageous to the student and better prepare you for a career in Hospitality Management.

In addition to gaining needed industry experience, you will also learn many other developmental skills such as communication, cooperation, reliability and responsibility, etc.

This work opportunity is one of your first steps toward a successful career in the hospitality industry.  Be grateful to your employer and co-workers for the chance to learn and for being a part of the industry.  Put as much into this experience as you can.  Remember, you only get out what you put in!  This is a great opportunity—use it.

It is required that you complete this work experience between your first and second years with SUNY Delhi.  You will register for this course as a summer class.  For additional information, see your advisor or Division Dean.

TIPS ON HOW TO SUCCESSFULLY COMPLETE THE PROFESSIONAL WORK EXPERIENCE:

1. Be a good employee.  Follow the company guidelines and policies.  Report to work on time in proper uniform.

2. Demonstrate a positive attitude and help fellow workers whenever possible.

3. Get involved, ask questions and do not hesitate to volunteer for additional tasks.

4. Be aware of the language and specific terms that people are using in the operation.  Learn any industry and company abbreviations and terminologies.

5. Be observant.  Look around and notice the equipment, what others are doing, cleanliness, etc., of the operation.  Write observations down and keep a diary to help in the completion of your report.

6. Read the entire outline before you start your job.  If you have questions, ask your advisor.

REPORT FORMAT

1. Type your report in essay form (double spaced).  It will not be accepted in outline form.  Use the outline as a guide for possible subject headings.  The report will not be accepted without proper grammar, punctuation and spelling.

2. You may include information such as charts, graphs and pictures.

3. The report should be no longer than 15 pages, excluding charts, graphs and pictures.

4. You must submit your report to the Hospitality Management Office, Alumni Hall 111, on or before the assigned due date (which is 21 calendar days from the first day of class).  You must give your report either to the Department Secretary or Dean, and sign it in as received.  DO NOT put under the office door.  When submitted, the report becomes the property of the Department and will not be returned.  You must keep one copy of the report in your possession.

5. Your report and all accompanying materials must be contained in an 8 ½ x 11” file folder (for filing purposes).  Envelopes and binders will not be accepted.  The following information on the first page of the report:
a. Student’s name (must also appear in upper left-hand corner of outside of folder)

b. Job held

c. Starting date of employment

d. Termination date of employment

e. Name and address of establishment

f. Name and address of employer

6. To complete your professional experience, you are also required to verify that you have completed a minimum of 480 hours for Culinary Arts students and 320 hours for all others.  You may do this by including a copy of your pay stubs or by having your employer verify, in writing, that you have worked at least the required hours.  Students should not quit once they have reached 480 or 320 hours, but rather live up to the contract that  they may have with the employer.

7. Ask your manager or supervisor to fill out the enclosed evaluation form and mail it to the College.  PLEASE NOTE:  Culinary students are required to inform your advisor and the Hospitality Department office the name of your employer and manager/supervisor.  A letter and evaluation form will be mailed to the employer during the summer.  They are not included in this packet.  The employer evaluation is used to calculate your grade.
WHY THE PROFESSIONAL EXPERIENCE REPORT?
The Department feels that the professional experience requirement is an integral part of your overall education because:

1. You will experience the every day challenges of management in the field.

2. You will learn from observing the duties of fellow employees while performing your own duties.

3. You will be able to put into practice the skills learned in the classroom, in many cases.

4. Upon returning to the classroom, you will be able to use these experiences to illustrate and to better understand the ideas developed by the instructor.

5. After graduation, you may use this work experience as part of your professional résumé.  Many times, the contacts established at this time will lead to permanent employment.

WHO MAY APPLY FOR PROFESSIONAL EXPERIENCE

All full- and part-time students who have completed at least one semester in the Hospitality Program and are presently registered.  It is required that you complete this work experience between your first and second years with SUNY Delhi.  You will register for this course as a summer class.  For additional information, see your advisor or Division Dean.
PLACEMENT

The Department requires 480 hours for Culinary Arts students and 320 hours for all others of full-time employment in the hospitality industry.  It is the student’s responsibility to secure his/her own position; however, many job leads may be secured through Department files, Career Services files, or from faculty members.  It is required that you complete this work experience between your first and second years with SUNY Delhi.  You will register for this course as a summer class.  For additional information, see your advisor or Division Dean.

GRADING FORMULA FOR PROFESSIONAL EXPERIENCE
The due date for this report is 21 calendar days after the first day of class.  To receive a passing grade, the student must:

1. complete the minimum of hours required.

2. include pay stubs (or copies) to verify employment or a verification letter from the employer.

3. complete the report satisfactorily and sign it in to the Department Office by the due date.

Thereafter, approval or disapproval will be made by the advisor.  Should a report not be acceptable, the advisor will give the student an opportunity to correct it.  It must be re-submitted and approved by the advisor.  
(A passing grade is necessary for fulfillment of graduation requirement.)

OUTLINE FOR PROFESSIONAL EXPERIENCE REPORT

I. The Organization

A. A complete description of the operation where employed.

B. Describe the specific product or products it offered (unique features or products).

C. Describe the location (advantages and disadvantages).

D. Comment on the interior design and layout aesthetically as well as functionally.

E. Comment on the overall condition of the facilities, grounds, parking, etc.

II. The Clientele

A. A description of the type of clientele—where they came from and their expectations.  In your opinion, is the establishment satisfying the market?  Is it satisfying beyond expectations?

B. Report on any statistical information as to occupancy rate, turnover, or any other pertinent statistical information.

C. Comment on the statistical information concerning peaks and valleys in terms of days of the week and meal periods during working hours.  In other words, when were you the most busy and the least busy?

III. Marketing Strategy

A. What type of external promotional materials did the operation use?  How effective were the materials?

B. What types of internal promotional materials were used?  How effective were they (include examples where possible)?

C. Did there seem to be a management directed sales program to bring business to the establishment?  What suggestions would you make concerning the sales effort of the establishment?

IV.
Competition   (Students should attempt to visit competing organizations and see how they do business)

A. What did you consider to be the main competition?

B. Give an unbiased evaluation of the competition.

C. What were the strong points of your organization as compared to the competition?

D. What suggestions would you have for management in order to get the competitive edge on the competition?

     V.
    Operations

A. Personnel.  Who was responsible for hiring and discharging employees?  How was it handled?

B. How were you informed on the personnel policies (rules and regulations)?

C. Were the policies fair and consistently enforced?

D. What were your feelings on the way you were treated by management?  Did it make a difference in your performance?  Was there an effort, by management, to make you feel as though you were part of a team?

E. Did the majority of the staff feel the say way you did?  Do you think it affected their performance?

F. What type of training was provided for your job?  Was the training adequate?  What suggestions would you make concerning training?

VI. Specific Job Responsibilities

A. Describe your job function as completely as you can.

B. Was it the type of job in which you received satisfaction?

C. How do you think your supervisor viewed your job?

D. How cold you have done a better job?

E. Were you evaluated on the job by a supervisor?  What form did the evaluation take?

F. How would you describe your supervisor in terms of competence and overall management ability?

G. How do you think your supervisor would describe you as an employee?

H. Did your supervisor have your respect, and others?  Why? Why not?

VII. Self Evaluation

A. Give a thorough evaluation of your performance from week one until you left.

B. Please use the evaluation form provided as part of the self evaluation.

C. Consider the following:  punctuality, appearance, ability, organization, cleanliness of work habits, attitude, initiative, cooperation, dependability and creativity.

D. What are (were) your overall feelings about your experience, your co-workers, supervisors, employers, yourself and your job?

E. What positive and negative qualities did you discover about yourself?

F. In what areas did you feel strong or excel?  In what areas do you feel satisfied with yourself?  In what areas do you feel you need more growth and experience?

G. What more do you need to know about yourself to be where you want to be?
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PROFESSIONAL EXPERIENCE REQUIREMENT

SELF EVALUATION FORM
APPEARANCE (consider appearance of uniform and overall neatness on the job)

_____
Always neat, consistently maintains a good appearance.

_____
Usually neat, needs an occasional reminder of required standards.

_____
Generally untidy, sloppy, frequently reminded of standards.

PERSONAL HYGIENE (consider hands, fingernails, makeup, hair, general appearance)

_____
Very conscious of personal hygiene, sets a good example.

_____
Usually maintains a high standard of personal hygiene.

_____
Poor personal hygiene, needs constant reminders.

WORK ATTITUDE (consider how interested and enthusiastic the student is at work.  Does the student enjoy what they are doing?)

_____
Very enthusiastic about the job, makes helpful suggestions, interested in doing things right.

_____
Average enthusiasm, does a good job, but nothing extra.

_____
Lacks enthusiasm, indifferent, doesn't really care.

DEPENDABILITY (consider punctuality and attendance)

_____
Always reports early or on time.  Willing to work extra hours when needed.  Always satisfied with schedule.

_____
Usually present and on time.

_____
Lax in attendance and reporting on time, always has excuses for schedule changes.

RELIABILITY (consider the execution of the assigned tasks and the ability to follow directions)

_____
Exceptionally high quality work, highly motivated to do the best possible job.

_____
Performs assigned work and completes it with reasonable performance.

_____
Requires more than normal supervision, follow up a must.

WORK QUALITY (consider the thoroughness and the attention to detail that the employee shows toward work)

_____
Outstanding work performance, welcomes suggestions and follows through.

_____
Does a good job but does not always follow through on details.

_____
Does a sloppy job, seldom follows through, resents correction.

ATTITUDE TOWARD OTHERS (consider how pleasantly the employee works with fellow workers, supervisors, and top management.  Consider whether the employee is pleasant, cheerful, helpful and courteous to customers.)

_____
Exceptional, always gets along with workers, management and customers; goes out-of-the-way to be helpful.

_____
Maintains even mood, is pleasant and reasonably cooperative.

_____
Sometimes moody and uncooperative.
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EMPLOYER EVALUATION FORM
This evaluation form will be used by the faculty to help students identify their strong points and areas of needed improvement.  The evaluation form will not become part of their permanent record, nor will the form be shown to the student.  The faculty would appreciate your honest and frank appraisal.

STUDENT NAME _________________________________________________________________________                                                                                                                                                
POSITION HELD _________________________________________________________________________                                                                                                                                                 
EMPLOYER _____________________________________________________________________________                                                                                                                                                       
EVALUATOR'S NAME _____________________________________________________________________                                                                                                                                       
DEPARTMENT AND/OR TITLE ______________________________________________________________                                                                                                                          
DATE OF EVALUATION ___________________________________________________________________                                                 
APPEARANCE (consider appearance of uniform and overall neatness on the job)

_____
Always neat, consistently maintains a good appearance.

_____
Usually neat, needs an occasional reminder of required standards.

_____
Generally untidy, sloppy, frequently reminded of standards.

PERSONAL HYGIENE (consider hands, fingernails, makeup, hair, general appearance)

_____
Very conscious of personal hygiene, sets a good example.

_____
Usually maintains a high standard of personal hygiene.

_____
Poor personal hygiene, needs constant reminders.

WORK ATTITUDE (consider how interested and enthusiastic the student is at work.  Does the student enjoy what they are doing?)

_____
Very enthusiastic about the job, makes helpful suggestions, interested in doing things right.

_____
Average enthusiasm, does a good job, but nothing extra.

_____
Lacks enthusiasm, indifferent, doesn't really care.

DEPENDABILITY (consider punctuality and attendance)

_____
Always reports early or on time.  Willing to work extra hours when needed.  Always satisfied with schedule.

_____
Usually present and on time.

_____
Lax in attendance and reporting on time, always has excuses for schedule changes.

RELIABILITY (consider the execution of the assigned tasks and the ability to follow directions)

_____
Exceptionally high quality work, highly motivated to do the best possible job.

_____
Performs assigned work and completes it with reasonable performance.

_____
Requires more than normal supervision, follow up a must.

Employer Evaluation Form
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WORK QUALITY (consider the thoroughness and the attention to detail that the employee shows toward work)

_____
Outstanding work performance, welcomes suggestions and follows through.

_____
Does a good job but does not always follow through on details.

_____
Does a sloppy job, seldom follows through, resents correction.

ATTITUDE TOWARD OTHERS (consider how pleasantly the employee works with fellow workers, supervisors, and top management.  Consider whether the employee is pleasant, cheerful, helpful and courteous to customers.)

_____
Exceptional, always gets along with workers, management and customers; goes out-of-the-way to be helpful.

_____
Maintains even mood, is pleasant and reasonably cooperative.

_____
Sometimes moody and uncooperative.

EVALUATOR'S COMMENTS
SIGNATURE  ____________________________________________________________________________                                                                                                      
Would you like other Delhi students or the Career Services Office on campus to contact you concerning future employment?  _____YES     _____NO

PLEASE RETURN FORM TO:
Hospitality Management Department






State University College of Technology






Alumni Hall 111






Delhi, NY  13753
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PROFESSIONAL WORK EXPERIENCE FACT SHEET
This data sheet will be used to update the Professional Work Experience booklet for the Hospitality Manage​ment Department produced by Career Services.   Please answer all questions and return to the Hospitality Management Department Office with your Professional Work Experience Report.

PERSONAL INFORMATION
NAME ________________________________________________________________________________  

HOME ADDRESS _______________________________________________________________________ 

CAMPUS ADDRESS _____________________________________________________________________ 

HOME PHONE _____________________________  CAMPUS PHONE _____________________________                                                             
MAJOR ________________________________________________________________________________                                                                                                                                                                 
EMPLOYER INFORMATION
EMPLOYER NAME _______________________________________________________________________  

ADDRESS______________________________________________________________________________
                                     Street                                                                     City                        State         Zip

TELEPHONE __________________________________                                                      
TYPE OF ESTABLISHMENT (ie: restaurant, hotel, etc.) __________________________________________                                                                              
YOUR JOB TITLE ________________________________________________________________________                                                                                                                                                
DATES OF WORK:        Begin ______________________   End ___________________________________  

SUPERVISOR _________________________________  TITLE ____________________________________                                                                      
MISCELLANEOUS
Did your employer provide housing? __________________________________________________________  

If "no," were you able to locate housing nearby? ________________________________________________ 

Please give comments on your experience that may help future students in their selection.


 

Would you recommend this experience to other students?_____  Why or why not? 



 

