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CERTIFICATE IN FRONT
OFFICE OPERATIONS (CFO)

Term-End Examination

June, 2025

BHY-003 : FRONT OFFICE OPERATIONS

Time : 3 Hours Maximum Marks : 100

Note : Answer any five questions. All questions

carry equal marks.

1. What are the attributes of a good Front
Office Manager ? 20
2. Draw the Hierarchy chart and explain the
duties and responsibilities of any {two
positions in the front office department. 20
3. Write in detail about different types of
rooms available in a hotel, along with their

features. 20
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Elaborate on the Night Audit Procedures
and the Safety Locker in the Front Office. 20
What are the ‘LOST and ‘FOUND’ services ?
How are these conducted by the front office
staff ? 20
How are the room reservations done :
10x2=20
(a) Offline
(b) Online
Explain the co-ordination of front office with
two other departments. 20
How are difficult situations handled at the
front office? Give examples. 20
Explain the different types of Meal Plans
available in hotels. 20
What do you understand by the effective
Key Control System in the Front Office
Department ? 20
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