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HUMAN RESOURCE REPORT ON CASSANDRA HOTEL
This paper identifies they human resource department of Cassandra Hotel and performance of the hotel in relation to staff related matters. The report aims to highlight areas of priority in relation to HR activity since it was founded.




                                  The Report

	Key Indicators
	Analysis /Report 

	Establishment


	Cassandra Hotel was built in the year 1978 in Collingwood Vancouver and last renovated in 2013 by board of directors from china and Managed by one individual Ciao Piu here in Vancouver. It originally built as a family hotel and it was known to be a family owned business. Its mission statement is providing comfort and security to their guest as a top concern and priority of the hotel.

	Recruitment


	Cassandra hotel posts their job vacancy on Indeed, Monster, Craigslist and Zip recruiter. They screen the applicants resume based on experience, merits and availability. The HR recruiter calls selected applicants and does a phone interview for 5 mins and screens the applicants. The selected applicants are then emailed to schedule face to face interview with the Managers

	Orientation


	Orientation in Cassandra Hotel is very minimal in a period of 24hrs. During the orientation the manager introduces you to the staffs on ground, give you a brief tour of the rooms and amenities for both staff and guests.

	Policies and Benefits


	Benefits are dental care package and paid vacation
They have non-refundable policies for discounted price rooms, cancellation policy is 4pm 1 day prior to arrival, dress codes are formal for front office staffs. Reservation Policy: Reservations must be guaranteed with a credit card


	Training and Evaluation


	Cassandra Hotel using the SweetProccess SOP program to train their staffs.
The staffs are evaluated by completing online questions prepared by the hotel, also by mock practice

The staffs are evaluated bases on speed, retention, quality and quantity of work, punctuality, communication skills and problem solving

New hires are given 90 days probation

	Disciplinary process


	Disciplinary process goes from 2 verbal warnings to a written letter and then suspension/termination. It operates 24/7 but check-in time is 4pm and checkout time is 11am. 

	Turnover


	The turnover at Cassandra Hotel is high due to overworking employees, minimal reward for employee performances, micromanaging.

	Health and Safety Programs


	First aid certificates are to be obtained by management and higher staffs
All staffs are required to learn how to use the fire extinguisher

	Social Responsibilities


	They make donations to Value village and Salvation army. 
They have a system to save water by providing incentive to guest of they reuse their towels without requesting to wash them, they get a Starbucks gift card.

	Daily routine of General Manager


	The general manager Ciao Pui comes in at work Mondays to Friday 9am – 5pm

He reviews the daily rates and promotions of the hotel

Reviews revenue for the week

Monitors and track hotel’s budget

Monitors staff performances and perform required training

Oversees scheduling 

	Technical software
	The following software are used to handle the all Hotel’s business: WRP (for reservations), Podio (Internal documentation and communication), SweetProcess (Training and SOP), Microsoft word/sheet/excel
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