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PREFACE

Praise and gratitude we pray to the presence of Allah SWT because of the
help of Allah, the writer can finish the internship and complete the report writing
entitled "The Internship Report in Front Office Department of Royal Tulip
Gunung Geulis Resort and Golf" to obtain the title Associate Expert (Ahli
Madya) Degree in the Faculty of Language and Culture at University of Darma
Persada. The writer wrote this report after finishing internship program at the

Front Office Department of Royal Tulip Gunung Geulis Resort and Golf.

In this chance, the writer wants to say thank you to all who has supported

the writer in the process of internship and report writing, especially for:

1 Allah SWT, Blessings and Greetings to Nabi Muhammad SAW.

2 Mr. Dr. Tri Mardjoko, S.E., M.A. Rector of University of Darma
Persada.

3 Mrs. Dr. Diah Madubrangti, S.S., M.Si. as the Head of Faculty of
Language and Culture, University of Darma Persada.

4 Mrs. Alia Afiyati, S.S., M.Pd. as the Head of English program and also
as Academic Counselors and Counselor of Internship Report who the
writer respects and loves because she has contributed a lot to students of
the D3 English Department, always guides the writer very well by always
giving suggestions.

5 Mr. Ronni Dwi Laksinto as Director of Rooms in Front Office
Department of Royal Tulip Gunung Geulis Resort and Golf. He is an
intelligent, decisive, and inspiring figure in many ways, especially about
how to deal with and make policy on issues in the world.

6. Ms. Gabriella Cervontessa as Guest Service Manager and the Supervisor
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of Internship Program who has accepted the writer very well to be able to
learn through the internship in Front Office Department of Royal Tulip
Gunung Geulis Resort and Golf.

7. Ms. Yolla Fauziah as Guest Relation Supervisor, who is very kind,
thoughful and knowledgeable in the field of Guest Relations. The figure
who always being patience to guide the writer for the internship.

8 All of Front Office Department Staffs in Royal Tulip Gunung Geulis,
including Guest Service Center (GSC), Guest Relation Officer (GRO),
Guest Service Agent (GSA), and Concierge team. Thank you for
accepting and guiding the writer well during the internship, providing
support and attention.

9 My parents, who always support the writer morally and materially. They
also give advice and prayer for the writer to complete this lecture. Thank
you very much for the love and support.

10. Thank you for all of my friends in English Diploma 111 Department 2019,
especially Stella and Gebi who always support the writer. Thank you for
stay with the writer for the past three years.

The writer realizes this report writing is imperfect. Therefore, the writer
apologize if there are writings that are not pleasing to the reader. Constructive
comments and suggestions will be very welcomed. Hopefully, this report writing

can be useful in the future. Thank you.

Jakarta, July 27, 2022

Anisa Wanda Prawahyuni

University of Darma Persada Page v



TABLE OF CONTENTS

Page
APPROVAL PAGE | ..ottt i
APPROVAL PAGE ..ottt ii
PREFACE ...ttt nre e v
TABLE OF CONTENTS ..ottt Vi
LIST OF PICTURES ...ttt viii
LIST OF TABLES.......o ot IX
CHAPTER 1
INTRODUCTION ..ottt 1
1.1 Background of the INternShip .........ccoceiiiiiiiiii e 1
1.2 Objective of the INtErNSNIP ..o 2
1.3 The Advantages of the Internship..........cccooceiiiiii i, 3
1.3.1 The Advantages for STUAeNT .........cccoceriiiiiniineee e 3
1.3.2 The Advantages for UNIVerSity........c.ccoceririiinieieneiesc e 3
1.3.3 The Advantages for Company ..........ccceeveeeeieeieiieieece e 4
1.4 Procedure of INternShip........ccooveieiii i 4
1.5 Time and Place of the INternship.........cccoviiiiii e 5
1.6 Writing Organization of the Internship Report...........ccccooeveiiicinnnnne 6
CHAPTER 2
GENERAL REVIEW...... ..ottt 8
2.1 Definition OF HOtel..........oooiii e 8
2.2 History of Royal Tulip Gunung Geulis .........ccceeveiiieiieiiiesic e 8
2.2.1 Louvre HOtelS GroUP .....cvvecieeiiiciee e 8
2.2.2 Royal Tulip Gunung Geulis Resort and Golf.............cccccevnenee 10
2.3 Vision and Mission of the HOtel..........cccccoovieiveiccc 12
2.3.1 VISION ottt 12
A B 1Y/ 13 (o] o ST SS 12
2.4 The Organizational STFUCTUIE...........ccooiiiiiieie e 13
2.4.1 The Executive Committee of Louvre Hotels Group.................... 13
2.4.2 The Organizational Structure of Royal Tulip Gunung Geulis..... 14
2.4.3 The Organizational Structure of Front Office Department ......... 14
2.5 General Hotel ACHIVILY ......cooveiieiicc e 15
2.6 HOtEl LOCALION ...t e 15

University of Darma Persada Page vi



2.7 Front Office Department...........cccoveveiieie i 15
CHAPTER 3

INTERNSHIP ACTIVITIES......cc o 17
3.1 Field of INternShipP......ccvcoiiiiieee e 17
3.2 Supervisor of INTErNSNIP ......ccviiiiieee e 17
3.3 FIoW Of INtEINSNIP.....cviiiiiiiie e 17

3.3.1 Orientation and INtrodUCLION ..........ccooeririiiiniieiee e 18
3.3.2 GUESLE SEIVICE CENTEN .....ocviiiieiieiieieie sttt 18
3.3.3 Guest Relation OFfiCer.......cccviiieiiiiiieseee e 20
Internship Daily REPOIT .......cooviiiiiiieceee s 26
Internship Weekly REPOI.........cccoiiiiiice e 32

CHAPTER 4

PARTICULAR POINTS ..o sne e 34
4.1 Benefits of INterNShiP ......cccveveeiiiieii e 34
4.2 ODSTACIE ....ocveviaitieecerese et sne e e ih e sn e shndbe e e esesese e e sresreseees 34
4.3 How to Overcome the ODStaCle..........ccvveevieieiieieee e 35

CHAPTER 5

CLOSING...... [y, oo\ ... 4. N . ... ] 36
Sei=@RNClUsiprmemy  \al oo ). Cee— X 36
5.2 SUGGESTION ...utiiiiiiiieiieie ettt bbbt sb b b ere s 37

REFERENGCES ..ottt st 38

APPENDIX Lot e an et 40

University of Darma Persada Page vii



LIST OF PICTURES

Page

Picture 1.1 Royal Tulip Gunung GeuliS.........ccccovevverieiie e 5

Picture 1.2 Hotel Lobby Reception Royal Tulip Gunung Geulis.................... 6

Picture 2.1 Hotel Brands by Louvre Hotels Group ..........ccocevevenciencnnnnne. 9

Picture 2.2 The CEO of Louvre HOtels Group........ccocveveveeviieieceese e 10
Picture 2.3 Royal Tulip Gunung Geulis Entrance..........c.cccccocveveiieivciesnenne. 10
Picture 2.4 Royal TUIIP LOGO .......ciiiiiiiiiieieesiesese s 12
Picture 3.1 Receiving CallS .........cccoiiiiiiiii s 19
Picture 3.2 Greeting GUESE .......cveiieiiicie et 21
Picture 3.3 EXECULIVE LOUNGE .....ociveiveeieciiiiieecie ettt 22
Picture 3.4 Morning Check in Executive LOUNGE.........ccccoovvvieieneniiiiiine 22
Picture 3.5 Feedback From GUESL ..........ccuierieiiiieiie it 23
Picture 3.6 ROOM DECOIatION ..........civiiiieieieienie et 23
Picture 3.7 Preparing Afterno0on Tea.........cccerurrerereriiiiiieieiesiese e 24
Picture 3.8 KidS ACHIVILY ......cooviiiiiiiiii e 24
Picture 3.9 Sending Departure Email...........cccccoooevieiiiic i 25
Picture 3.10 Writing Courtesy Daily Report.........ccccccveveiiiiiivciicce e, 25

University of Darma Persada Page viii



LIST OF TABLES

Page
Table 1. Room Type and Total ROOM ........ccccoviiiiiiiecieceee e 11
Table 2. Executive Committee of Louvre Hotels Group..........ccovvevevveinennnne 13
Table 3. Organizational Structure of Royal Tulip Gunung Geulis.................. 14
Table 4. Organizational Structure of Front Office Department....................... 14
Table 5. Internship Daily Report March — April ... 26
Table 6. Internship Weekly Report April — May ........ccccoovvveiiiiiiniiciiies 32

University of Darma Persada Page ix



