
H O S T  E M P L O Y E R  R E S O U R C E  S E R I E S

TOURISM &
EVENTS

What tasks could a
student on

placement do?
Communicate on the telephone
Perform office procedures &
process financial transactions
Source & provide destination
information & advice
Access & interpret information
Receive & process reservations
Prepare quotations
Coordinate guest & delegate
registrations at venues
Provide on-site information &
assistance
Use business technology &
produce simple word-processed
documents
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