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The late Alfred C. Ysrael, the former chairman and president
of Tanota Partners, spent the last 50 years growing and
diversifying his business interests on the island, creating
thousands of jobs for Guam's workforce and strengthening
the island’s economy. He arrived on Guam in 1952 as a guest
worker with a 3-year contract to serve as an accountant for a
military bowling a]ley He. purchased six surplus bowhng
lanes and opened the Amgua Bowlmg Al]ey After becoming
a U S. citizen and servmg in the U S. Army, Alfred and

Mariana, Catherine, and Donna,

In the late 1960°s Mr. Ysrael opened the Fujita Hotel, catering 1o,
arrived too late in the evening to secure hotel rooms. Mr. Ysrael i
Hilton International to Guam and remained a shareholder in the Hllton Guam Resort & Spa for

many years.. In 1987, he built the SunRoute, Ohana Hotel he Regency Ohana the Plaza Center

on Guam though the Guam
chapter of the American
Cancer Society and Strides
for the Cure, which focuses
on educating the youth of
Guam though cancer
awareness,




all Core Tech entities including Guam CDE, LLC.
Core Tech International was founded in 1991 as a family. owned and.
operated general contractor specxahzmg in commercial and: retail
construction. The company was originally named:- Sun Woo B
Corporatlon It is drlven by its phllosophy “Do’ the

constructed several schools and com emal bulldmgs’as well as
numerous projects for the Department of Defense and Govemmen' of Guam.
Core Tech is recognized by Guam’s Building Industry asa Ieader in‘construction and has

Aside from the construction aspect of the company, Core Tech new consists of over 20
companies in different industries working together to make Guani: ‘a better place to live and work.
Under Mr. Ho’s leadership, Core Tech has grown from a general contractor building over 1,000
residential homes to becoming a muiti-industry con glomer te'to include real estate development,
financing, and other supporting industries.

The purchase transferred all the prope.rtles hsted under Baywew V LLC, a subsidiary of Tanota
Partners, to Core Tech. 1

The company also purchased théc ommercml center Pacific Place, which hosts Capricciosa and
Outback Steakhouse, amon other retail’ hops :

Core Tech also acquired all sh d: as_sets of Tanota Rentals LLC, which had been the
second-largest apartment and comm ial property owner on Guam, consisting of more than 650
units of apartment anpl all ofﬁcefbmlc‘img and commercial buildings.
Core Tech Internationalnow hat over 2000 apartment units on Guam.




Background Information:

The Dusit Guam has developed a training program for students who are interested-in deveIopmg 55
skills and knowledge in the hotel industry. The program provides participants:Giigoing the
training while at the same tlme recelvmg practlcal trammg in the hotel

- This tralmng program is also de51gned to prov1de the tramees on-the "%)3‘ p 1
States techniques, methodologies, expertise, and enhances the' partmpant knowledge of
the U.S. cultures and society.

/3

d to: omplete assigned

All trainees are required to participate in training activitjes;™
training projects. If a trainee fails to participate in the requlred actﬁ?'tleg,hthelr visa will be
terminated and he/she will need to return home at thelr 0Wn expense: ‘Trainees will receive

payment for their practical training penod

Introduction:
This training program offers trainees to learn by
and prepares them for potential ass:gnmentsaw thm rea
Dusit Group

ying;theory to working situations
onable period of time, within the

This manual contains an outline of on-the-j ammg.sehedule within each department that the
trainee must be exposed in. It includes. specific procedures and directions the trainee will
follow as well as checklists to be completed after each phase of training. This will ensure the
consistency in the training deIlverX throu' 3t thé period. At the end of each rotation, the

trainee’s performance will be eva ated by the" Head of Department, who will monitor the
progress being made and answer an _fquestlon on a continual basis.

s

The Division Head, Departient Heads ang deSJgnated trainers should use this manual as
a guideline to ensure that these traj inees meet their objectives.
&




Objectives

The trainee will have an opportunity to learn the respon81b111txes of a supervisor in‘each’ ‘arga '
as part of their exposure to the department. The actual assignment will be dependent upoj :
the trainee's ability to demonstrate apprOpnate initiative, skill and teamwork. “Should :
trainee not be able to train in a supervisory level initially, they will receive spemﬁc feed]
and guidance about the skills they need to master and demonstrate. to quahfy durmg_..hls
training assignment. This .W1ll be done durmg their perlodlc evaluations prov_ldmg ih m Wwith
suitable opportunities to develop and demonstrate tholr mastery of Skllfg‘

\-. B \.,’

The training objectlves of the Tralnee Program are to:

Provide the trainee the opportunity to understand and perfo 15
practlcal experience in all phases of hotel 0perat10ns i

Give the trainee a thorough understandmg and appremation of the'operauon of each
department from the points of view of the department head, ,other members of
management, the trainee's colleagues and e loyees WIthm,the department.

Allow the trainee to observe a wide rang of .dally operatlonal situations and inter-
departmental relationships as well as th ]

Familiarize the trainee with Dusit'Hotels nd Re_ yrts organizational structure, its
policies and procedures. h

patw

following supervisory skills:" T,
- Understand the Dusit Vi -MlSSiOl’l and Values
- Understand Ioterwewmg Techmques - Applicant Evaluation for the
department“




- Understand departmental budgeting and costs
Develop strategic planning and goal setting
Leamn employee coaching and counselling

- Understand human resources pohcws a.nd progresswe discipline
procedures

- Learn business etiquette

- Learn the importance and use of Market Matrix ;.

Theoretical Training ass:is;x,ﬁl:nentzs' / Activities

Overview
“This training program will benefit both the part1c1pant and thcADu' if
individual’s career goals, previous work experience and académic ""ﬁ‘eparatxon Fine tuning of
the training opportunities to ensure a progressive and challengmg fraifing-environment for the
participant-normaily occurs once the trainee arrives and is; ‘introduced f he variety of operations
and opportunities for professional development. The program arid: specific assignments will be
undertaken with the needs of the hotel and trainee in mind. Seasonal'nieeds and peak demands
will affect the timing of when some training objectivés are ayailable'which may affect the order
of rotations and skill development; however, the Ho orﬁp fly remains committed to fulfilling
the training objectives and this represents a realistic ‘enyironment in which to understand the
context of what is being learned. The overall’ stru for gaining and i improving related skills
and knowledge, techniques, and management skl]

‘and:know-how is to observe, develop, and
demonstrate mastery of the given subje ct iatter befote.r oving to the next area of training. This

is frequently concurrent with other tralmng ob_]ectlves and most training objectlves form a base
upon WhICh subsequent training occu :

it Guam ‘It isf based upon the

To develop knowledge and famlh rity of: ‘the operly and the key skills needed to follow the
hotel standard operational proce :as well as meet guest expectations, the trainee will rotate
through a series of key departments demgned to progressively improve their skills. Subsequent
rotations will build on the SkllIS the trainiee initially acquires. The trainees will be rotating

elin order to understand how a five star hotel i is

Trainee Ellglblhty
Trainees ‘must be at least 18 years old.
- Tramees st have a rotind- -trip air ticket,
- e to demonstrate 2 years of work expericnce or
ational backgtound in the hospitality field.
inees’ ve good English language ablhty
able to obtaln J 1 Vlsa




Program Duration

Trainee Benefits
Trainees will receive the following benefits

- Public Holidays (7 days per year— please refer to DUSIt Guam s Hohday S hedule)
- Days-off (2 days per week) ;
- Duty Meals provided free of'charge in 1 the Employee Restaurant

Roles and Responsrbrlmes

1. Trainee’sRole .
Trainees should be involved in the activities of the department through tual assignments to
the different workstations. The value of actual participation is. much greater for the trainee
than having him/her serve only as an observer.

Trainees are encouraged to ask questions and. see explanatlons from department heads and
other employees. This will enhance their understandmg of:Dusit operational procedures and
better prepare them for future assignments;” Of e friinees should realize that all
employees have their own work responsibilitieg This’ may prevent them from responding to
- trainees' needs or requests immediately;: Ac- :sensible approach, however, shall

enable trainees to ultimately get the 1nfonnatron d:ass1stance they need.

Trainees will also add to their learnmg experlence by recording pertinent information,
observations, etc., in a departmental evalu: ion.report. The evaluation report will be helpful
in reviewing the departmental-tasks: uring’ on-the-_]ob training and their own progress. The
Learning and Development Managerr Cluster Director of Human Resources and Regronal
Vice President of Operatlons/General Manager will review the report to assist the trainee in
assessing his/her progress.

Trainees are to prepare a typewrltten'report followmg the guidelines set forth in Trainee's
Report in this manual: Che report shall be prepared immediately after completmg the training
in each department. Short]j’/*after completing the report, the trainee should review it with the
respective department head. This will ensure the trainee has a thorough understanding of that
department. The tfaihee should then give a copy of the report to the Learning and
Deve]opmen’ Manager Cluster Director of Human Resources and Regional Vice President
of Operatlons/General Manager




2. Trainer’s role (Directors & Department Heads, Departmental Operatlonal
Trainers) Directors, Department Heads, Departmental Operational Trainers are exp: e d .10
assume the actual role of trainers for the duration of a trainee's exposure in their departmen
Each director, department head and departmental operational trajner are responsible.for
assisting the trainee in meeting the program's training ob_]ectlves as stated previous his can
best be accomplished by personally:

- Introducing the trainee to all persomnnel in the department
- Planning and executmg a tralmng schedule based on; :
- Departrnental tralmng outline contained in this manua ,,
- Trainee's prior experience, knowledge and ability’
- Particular requirements or restrictions within department durlng ralnmg period.
- Checking periodically on the trainee's progress ;
- Showing an interest in what the trainee is learning by:a a ing
provoking questions
- Spending at least one day a week with the trainee
the department head's responsibilities :
- Assigning the trainee special projects to assist in hlsfher d velopment
- Inviting the trainee to departmental meetmgsf,
- Reviewing the trainee's departmental reporf; dlscmsmg it w1th him/her
- . Evaluating the trainee honestly according to-the ¢ ria established on
the Trainer's Report. %

- Regional Vice President of Operatlons/General Manager

- Cluster Director of HR & Ledining & Devels pment Manager

- Directors and Department Head
Responsibilities

- Introducing the program

- Screening and interviéwin

- Providing on-the-job 1ﬂnmg, _]Ob asmgnments and make sure that all Directors,
Department Heads ani De drtmental Operatlonal Trainers fully understand the
ob_]ectlves and 1mportance-o the |

'e‘candldates

~Jof :aLearmng and Development Manager are responsible for
coordinating with relevant Dlrectors & Department Heads to ensure effective trammg as well
as with Corp




5. Vice President of Operations/General Manager
The Vice President of Operatlons/GeneraI Manager is responsible to oversee the Traine
Program and trainee’s progress in his/her hotel as Mentor and Coach. Vice Presidsiit of ;
Operatlons/Genera] Manager must ensure that the projects assigned to the trainggcan be us
to improve the hotel operation. GM will meet the trainees regularly to follow-lip or'thie
trainee’s progress.

“,7‘ I ,l,-.;_‘. x‘ :.- ‘\\ ’ ,j. i
Training process TR S T ks

f/\.

The Trainee will undergo trammg for 52 weeks in the timeframe belogvﬁ_
duration can be changed but all'departments should be covered, - :

Y
equence and

EXAMPLE OF A ONE (1) YEAR TRAINING PROGRAM

Phase 1: . - 1 week
~  Orientation by Hotel HR department on Dusit Visjon;-Mj;

Service Quality. ' g o
- Familiarization with the hotel departments and hotel inspec n,

The trainee will recelve a cultural orientatlg' :

37 weeks

- 11 weeks
artment 6f focus the Trainee wishes to explore further.
&d 1n~thls phase and should be completed within 3 weeks.

Phase 3: :
- On-the-job training in specific
Individual project is to be'a

' Minimum of 3 weeks
- Courses are to be cGnfl) cheduled at different periods in a year.



Core Training Programs:

To equip the Trainee with relevant knowledge and skills, several core tralnmg programs

during phase 2 and 3 would be conducted as follows.

- Dusit Graciousness Course

- Tram the trainer .

- Communication and Presentatlon SkIl]S

At
F&B K1tchen

- Kitchen department strucﬁjre‘

<7

- Characteristics of Chef
- Kitchen design

- Kitchen equipment
- Maintenance equipime
- Cleanliness

"_'____g 7 Grilling
- Cold Hors D’ Oeuvre

- Salad and salad dressing

. Pastry and bakery
-“Stewarding

¢ % -soup, and sauce
Cookery/ Fish cookery

- Banquet event order (BEQ)

ir~ Staffing, planning, scheduling

- Opera system and reports concerned

- Standard

erformance evaluatlon




F&B Office

- Introduction to F&B department and structure
- Banquet event order (BEO)

- Staffing, planning, scheduling

- Opera system and reports concerned

- Budgeting for manning and promotion

F&B Service

_— Relat;onshlp with kitchen and front of hous

« i F&B'service areas, equipment, and supphe:;“

- Introduction to F&B outlets and 4P p
‘Importance of good service |
‘Professional quahtles of serv1ce staff_

- Cleaning and storage of equipment
- Practical skills of table setting -
- Rules and regulations ;
- Practical service skills and clear
- Menu

- Styles of table service
- Practical service sequence
The use of the guerldon

- Standard productmwt-)}'awnd performance evaluation

Reservations

- Opera; system and e orts

Reservatxon on computer program
nf rmatlon

Executive Office

- .Hotel prof ile _
- Pollcy and SOp -

p “Accounting perspective on cost and expenditure

.. - Marketing perspective on market segmentation

Marketing perspective on SWOT

. Marketing perspective on Marketing plan




- HR perspective on manpower and training

- Operation perspective on room division
" - Operation perspective on F&B

- Research and development

- Facility service

-_CSR programs

PR

| < PRPlanandworkshop |
- PR techniques and workshop L3
.+~ Media Relations o

~ General Informatlon of PR .

Business Centre/
Dusit club

- On the job training
- In-house guest service i i

Accounting

- Basic Financial Accountmg Review
- Cash management .
- Credit Sales 5
- Credit Purchases and Inventory
- Payroll & other expenses '

Withholding Tax

pws and workmg capital
'tx_Accountmg and total quality management
b -makihg relevant costs and benefits

costing and cost analysis for pricing decision
Cap1 al'e pendlture decisions

: e ‘Eiving, and store
Sho cashier

Purchasing

- ADépartiment structure

- Purchasing management
~Lypes of purchasing
-"“Market survey

- Purchasing control

- Food Purchasing

~-_Purchasing security




- Storage management procedures

Security

- Security department structure
- Security equipment
- Guestroom security
- Areas responsibility
- r»Staffing, planning, scheduhng

Front Office

-_Standard performance evaiuation |
| FO.department and structure’ |
<+ *Zi Opera system'and report’
- Room assignment :
- Handling group’s folio -
- Telephoning handling (operatay)
- Emergency situation handli
- Bell captam/conmerge
" - Checking in and Checking out
- Luggage storage
- Lost and found
- Guest complamt handll‘

Standard produ G v1

Sales and Marketing

- S&M strug
- Opera system and report
- Transfe

- Revénue Management

Engineering/POMEC. |

- Department structure and responsibility
Operatlons and maintenance systems
Engineering training

Manning and Budgeting

Housekeeping

Housekeeping department and structure
Opera, Stayplease system and reports
Role of Floor Supervisor




- Guestroom attendant

- Public Area

- Linen control-

- Laundry

- Inventory control :

- Staffing, planning, scheduling o

- Standard productivity and performance evdl

Human Resources « = “Know your hotel” ~ = oo

‘ ' "'+ Personnel section (manning and planmng) :

~+ - Employee compensation and beriefits-
- Employee facilities
- Training : .
- Dealing with the government/officérs,

Catering - Catering structure and mana; ment

- Function rooms

- Customer communications

- Sales and planning functlon

Qutside catermg ;

Banqueting -

‘ alnate the Trainee’s performance at the end of training in
vill be sent to the Learning and Development Manager and

Cluster Director, of I—IR .
2. Two weeks befor ompletion of the training program, performance evaluation will be

conducted by Trainee: Program Committee considering evaluation from various

department§ and prOJectrwork Final decision will be made in term of placement, if




Job assignment after training

In the event a Trainee is a graduate from their school, and expresses interest in employmefit -
with Dusit Thani, the Hotel will submit his/her resume to the Corporate Ofﬁce fo potential’

placement.

Visa Guidelines e g

A student interested in Intcrnshlp abroad w111 require a J 1 Vlsa Belo 2 Cor ‘_pames
that assist with J1 Visa program. Students usually coordinate with their Professor/Counselor to
seek support with CIEE or INTRAX.

1. CIEE: Council on Internatlonal Educational Ex, hange -
abroad/college- study-abroad/c:ee-mternshxps H

2. INTRAX - Global internships - htt s//www globalmtems hips.com/

86 your Company ‘ chw-f sare } A

v.l-iw‘ll-n'lm-lnfu»l. .
Prarvemipdushol po ,infufmatwn B

N V0 el 2 Mchlong el iy mmwpmwwm
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(2) weeks for actual hours worked. Gross Pay
will be approx1mately $1,480.00.

Air Ticket : '
Trainees are responsible for thejr round-trip air ticket to Guam. .
Housing /Accommodatmn Lo ;

On the day of your arrival, you will check in to the Du31t Tham Guam Resort/Du31t Beach Resort
Guam for two (2) nights.

The Dusit company will cover and provide the housmg/accomm at;on w1thout cost to you, and
 these will be shared with other interns of the same gender for the duratlon of your training
program.

Meals

Uniforms :
The Hotel provides students with the reqmred unlfor"
cleaning uniforms.

* Drug Testing - $29.50 USD
e TB Skin Test - $35 USD “%
* Health Certificate - $25"USD} .
* Long Distance Calls
* Personal Mobile PHotie
* Alcohol-related charges®:
¢ Driver’s License Fees ..~
. Transportatlo’!" t0.and ffom hote]

* Automobile Insuran ¢. Neither Dusit Thani Guam Resort and Dusit Beach Resort Guam,
nor our Gwning compahy, Tanota LLC and Core Tech, can be held liable for any
accidents involying personal vehicles for commutmg and/or pleasure.

e student in the event of illness or.accident that m1ght occur while in the
the event of a workplace acmdent students will be covered under the
r ‘e__r," Compensatlon Insurance.”




It is our hope that the training experience students receive in the day to day operatlonal and
administrative functions at the Dusit Guam will prepare them for a future career in; the 3
hospitality industry. Additionally, students will gain exposure to both American ¢
culture/customs as well as Guam’s local culture/customs.






