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Always Happy Entertainment Agency job Policy
Dear staff

1. it’s forbidden to speak with guests and anyone and the hotels management about:
    A. Sex 
    B. Religion
    C. Politic
    D. your personal problems (work, life) 
     E. your salary with anyone guest, hotel management 
 2. Not allowed to wear sun glasses or to smoke in front of guests. Its respect
3. No difference between any nationality, ''GUEST IS GUEST", he is the king.
   We are for all and equal with all.
 4. Not allowed to speak about our own problems or hotel problems with guests. Guest is here to Relax not to listen or to share the problems.
    5. Always keep a smile.
6. During work it's forbidden to kiss or touch (hardly hot) guests. –And-Or with anyone of the staff. It’s not allowed to have any relation with anyone of the management as well work is work.
7. Try to help guests when you can and when it's possible.
8. No way to make publicity for outlets outside the resort like restaurants disco …etc. In this Case you work against the hotel not for.
   9. be friendly with all guests but with limit.
10. When you feel difficulty to give guest information, just answer that you don't
      Know politely, better than give wrong information.
11. Animation is to make guests enjoying their holiday, to help to improve bars sale and to give Wonderful image for the resort.
12. Alcoholic drinks during work and day are forbidden.
13. Time is time = not after not before.
14. Relationship is after the duty and outside the resort.
15. Relationship in the hotel is forbidden.
16. Take care about your animation materials. It is so important.
17. Anything loosens from animation materials will be deducted from salary of staff.
18. Do not bring your mobile to work. 
19. Try to enhance your performance at work and personal appearance.
20. Each animator is responsible for his duty.
21. Discussion is the best solution to solve all problems.
22. Try to work in and with your team. Teamwork is really important.
23-For any animation team member it is very easy to become involved in an
(Intimate) Relationship with the guests expects this when they come to hotel. It is not that animation team members cannot give the guests a good time, but the line must be drawn somewhere. To be friendly to the guest is good; but ascertain distance must be kept!
Standard policy;
24-It is important that animators friendly and are always smiling. Animation is there to entertain the guests, to improve sales and give memorable holiday experience and a wonderful image for the hotel.
25-There is no difference between nationalities, age and sex,   guest is a guest".
All guests are to be respected and treated equal and to divide your time
Equally to all the guests and not to give some guests (special treatment)
26- A good appearance and personal hygiene are of utmost importance,
Such as shaving, showering, clean finger nails and hair. Piercing is only
Allowed after the approval of Adam
27-When guests are assisted with information, it should be communicated
Friendly in professional attitude 
28- If not being able to give the guest correct information, answer ''I will
Find it out for you sir or madam'' and then remember to give the guest the Answer…which is better than giving wrong information to guests.
28- When responding to complaints, a respond must be at once in a calm and
Friendly attitude, initially, listening carefully to the guests is priority and
 Informing the Chief Animator in order to solve the problem then The Chief
Animator will always inform the General Manager regarding the case..
29- It is not permitted to stay alone with one guest for more than 10minutes and as well not to be alone in an exclusive place with a guest.
Moreover the hotel wants to make it clear that whatever happens in off duty time outside the hotel is none of the hotels business-employees need to be reminded that they represent always happy entertainment agency and for that reason only the best behavior is good enough.
30- Make sure that the guests are aware of the programs that the hotel offers without being too persuasive. Guests are all to be addressed by their family name or by Sir/Madam. This is done out of respect for the guest as well as keeping a social distance between the employee and the guests.
31- Be encouraging when getting the guests to participate in an activity. When a guest does participate, praise him/her, so that they have the feeling of being a winner even though they may not particularly win the activity.
32- Remember that they often just participate for fun. Guests must always be treated with respect!

33- It is not allowed to sell excursions.
34- Inform the chief animation about any mistake happen around from any member in the team.
[bookmark: _GoBack]35- Being only in general working places not around the hotel without reason.
36-Our problems is we can fix it together without involving guest or hotel management or even staff, only the agency managements.
* In case of violating any of the above conditions and according to management complains you will suffer a penalty according to our agency's policies.
Respect your guest
Respect your time
Keep always your natural smile
Respect your work
Respect all who work with you



Name:__________________

Date: ________________



_______________________
Hurgada/Sochi
Moб. +201067667866,  +7-989-162-20-09
email. adam.sadek@live.com    
www.always-happy.ru
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