Jessica Nebeker

PRT 4828

Internship Goals
My overall goal for this internship is to familiarize myself with the group process, and hopefully have a better idea of where I would like my career to go once I am done with school.  By working with groups, I hope to see the interactions of the guest, the meeting planning, convention services, and the different departments involved: housing, front desk, reservations, and food/beverage (banquets). 
1. Become sufficient enough in my training and housing knowledge to be able to fill in as a full-time housing coordinator
a. Received training on basics (such as turnovers, resumes) by May 9th 
b. By July 31st, have taken over as a group’s designated contact:  Review turnover, put in rooming list, send weekly reports, assist in any aspect of billing, room block, and conduct audit.
2. By completion of internship, design a training manual for a new group housing coordinator, including definitions of key terms, and full explanation of duties, with steps written for different procedures
a. Look at current training material and decide what needs to be revised by June 1st
b.  Provide rough draft of training material by July 1st
c. Provide fully revised material before Aug 1st
3. Be able to complete duties of a reservations supervisor

a. Attend Ops meetings for both hotels once a week
b. Able to create daily stats sheets by July 1st 
c. Research and pay commission requests
i. Once a month for Cheyenne property

ii. Once a week for Salt Lake
d. Assist in training new agent and cross-training housing director on out of state properties by July 11th 
4. Fully understand the group process

a. Work with convention service managers once a week

i. Shadow site visits, put together resume shells, assist in Banquet Event Orders, assist in any office duties (meal vouchers, diagrams, etc.)

ii. Familiar with meeting space of hotel and capabilities of catering/banquets staff

b. Attend at least one pre-convention meeting 

c. Cross-train with front desk to better understand the arrival process for groups by July 1st 
d. By Aug 1st, create a chart of basic department functions with names of dept. heads

