Hostess Training Test #2

Name:___________________________________________________

1. What is the proper response when answering the phone?

2. The telephone should be answered in ________ rings.

3. If you are on the phone speaking to a guest, and another line rings, what should you do?

4. A guest should not be on hold for longer than _________ minute.

5. A guest calls and asks to make a reservation.  There are five pieces of information that you 

need for Open Table.  What are they?

6. A guest would like to make a reservation for Saturday evening at 7:00pm.  When you go into Open Table, that time is not available.  What should you do?

7. If an employee or manager is unable to take a call, how would you respond to the caller?

8. When you receive a phone call for Mario, what steps should you follow?

9. When you receive a phone call for the Banquet Sales office, what steps should you follow?

10. A guest calls and inquires about reserving a semi-private room.  How would you respond?

11. A guest calls and inquires about bringing in a birthday cake.  How would you respond?

12. How do you place a phone call into voice-mail?

13. Can a caller pay for another guest’s dining room check over the phone?  Explain.

14. What is the procedure for ordering a Gift Certificate over the phone?

15. Can Mario’s take reservations for a Bazil restaurant?  Explain.

16. How do you respond to a caller inquiring about employment?

17. What is the procedure for a donation request?

18. What is the name of our shuttle driver and the days/times he is available?

