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max. 100 slov):

Publikdcia sa primarne zaobera pripravou
buducich pracovnikov hotelovej recepcie na lepsie
aucinnejSie  zvladdanie  svojich  pracovnych
povinnosti. Vznikla scielom, aby poskytla
zakladné informacie pre studujucich o dolezitych
mékkych zru¢nostiach a rozsirila ich kompetencie,
ktoré st nevyhnutné na si¢asnom pracovnom trhu.
Vysokoskolska ucebnica sa zakladd na redlnych
poziadavkach skutoénej praxe a obsahuje otazky
aaktivity zamerané na preskusanic ako aj
roz8irenie vedomosti a zru¢nosti. Je rozélenena na
niekol’ko navzajom uzko suvisiacich Ccasti, z
Ktorych kazda tvori samostatnu  kapitolu.
Hlavnymi  kapitolami  publikécie sa  Time
Management, Stress Managment a Komunikaéné
zruénosti, priCom kazda znich je tvorena
v kontexte  poziadaviek  pracovnej  pozicie
Recepcny/Recepcny, resp. Pracovnik Front Office.
Dalej, slizi ako vzdeldvaci materidl —
vysokoskolska ucebnica pre Studentov Studijn¢ho
programu Regionalny cestovny ruch, Manazment
regionalneho cestovného ruchu ako aj pripadnych
inych relevantnych oblasti vzdelavania a pripravy
v cestovnom ruchu.

The publication is primarily concerned with
preparing future hotel receptionists to handle their
job duties better and more efficiently. It was
created to provide essential information for
learners on important soft skills and to enhance
their competencies that are essential in today's job
market. The college textbook is based on the real
requirements of actual practice and includes
questions and activities designed to test as well as
extend knowledge and skills. It is divided into a
number of closely related parts, each of which
forms a separate chapter. The main chapters of the
publication are Time Management, Stress
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Management and Communication Skills, each of
which is developed in the context of the
requirements of the  job role of
Receptionist/Receptionist and Front  Office
Worker respectively.

Furthermore, it serves as an educational material -
a university textbook for students of the Regional
Tourism, Regional Tourism Management as well
as any other relevant areas of education and
training in the tourism industry.
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