208509 Y TRV

[TV T
ST WA,

BADAN NASIONAL
SERTIFIKASI PROFESI
}_:mgr'l aE:

_53._13- TSR -sm muﬂ. TSP AL INDONESIAN PROFESSIONAL
HERLL CERTIFICATION AUTHORITY

SERTIFIKAT KOMPETENSI
CERTIFICATE OF COMPETENCE

Telah kompeten pada Bidang :
18 competent in the area of :
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Front Office Supervisor

Sertifikat ini berlaku untok ; 3 {tiga) tahun
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Daftar Unit Kompetensi
List of Competency Units

Merggunakan alat bantu bisnis dan teknologi

No. | Kode Unit Judul Unit Kompetensi 17 D1.HGA.CL6.12 ]
Use common business tools and technology
L55HDR00.149.2 Bekerjasama dengan kolega dan pelanggan 18 L55HDR00.002.2 Menyediakan layanan akomodasi reception
1. i .
DILHFO.CL2.03 Provid odation Se0vi
DI.HOT.CLL.01 Work effectively with colleagues and customers = fzaccomm s -
- 1.85HDR00.001.2 Menerima dan memproses reservasi
1.55HDR00.150.2 Bekena dalam lingkungan sosial yang herbeda 19.
2, - ; D1.HFO.CL2.01 Receive and process reservations
DI.HOT.CL1.02 Work in a socially diverse environment -
Mengoperasikan sistem penempahan dengan
5 59 Menerapkan proses kesehatan, keselamatan dan .
: L55HDR00.185.2 kcamangn kefia 5 [55HDR00.255.2 menggunakan computer (Computer Reservation
- 0.
DIL.HOT.CL1.03 Jmplement accupational health and safety procedures System)
A L35HDR00.164.2 Melakukan prosedur administrasi D1.HFO.CL2.02 Operate computerized reservation system
D1LHOT.CLL.0S Perform clerical procedures - LSSHDR00,004.2 Memproses transaksi keuangan
5 1:53EIDR00.250.2 Meucari dan mendapatkan data komputer DI.HFA.CL7.01 Process a financial fransaction for services rendered
DI.HOT.CL1.06 Access and retrieve computer-based data Memelihara pencatatan manual kertas dan sistem
1.55HDRO0.006.2 S - 2= |'DEHOALLS.03 penerimaan
6 i 2= Berkomunik st melalui telepon Maintain a paper-based filling and retrieval system r
DI.HOT.CL1.07 Communicate effectively on the telephone 23, 1.55SHDR00.264.2 Memproses ransaksi untuk pembelian barang atau jasa
S IDROD 52 Mengembangkan dan memperbaharui pengetahuan Process transactions for purchase of goods or services
7 tentang industis perhalelan 24 LSSHDR00.003.2 Memelikiara catatan keuangan
DLHOT.CLL.0& Maintain hospitality industry knowledge . D1.HFO.C1.2.04 Maintain guest's financial records
P Mengembangkan dan memperbaharui pengetahuan B 1.55HDR00.173.2 Metnpersiapkan laporan kevangan
5 tentang industri pariswisata DI1.HFA.CL7.04 Prepare routine financial statements
D1.HOT.CL1.09 Develop and update tourism industry knowledge 2 LSSHDROD.196.2 Menangani kualitas layanan pelanggan
55 33 Meni can dan me : i 3 - 5 ; :
. L35HDR00.153.2 Meningkatkan dan memperbaharui pengetahuan lokal D1.HRM.CLY.06 Manage quality customer/guest services
DI1.HOT.CL1.0% Develop and update local knowledge o= L5SHDRO0.039.2 Menerima dan menyimpan persediaan
55 5 ik i - >
T L55HDRO00.154.2 Mempromosikan produk dan jasa kepada pelanggan DI.HGA.CL6.10 Receiveand sccurely siore fncomiing goods
DI1.HOT.CLL.10 Promate products and services to customer 25 155HDR00.193.2 Mengglola keanckaragaman di tempat kerja
55H A58 Mei sani si 1 fly : = 2 i .
1. (FARDRO0, 1952 Menangam situasi konflik DI.HRM.CLY.02 Monitor and manage workplace relations and diversity
D1L.HOT.CLI.1} Manage and resolve conflict situation 5 1.55HDROO.189.2 Daftar personil staff T
12 L5SHDRO0.163.2 Menyediakan pertolongan pertama ) DI1.HRM .CLS.09 Roster stafl
DI.HOT.CL1.12 Pecform basic first ard procedures - L55HDRO0,184.2 Memantau kegiatan kerja
L55HDR00.218 2 Melaksanakan tugas perlindungan anak yang relevan D1LHRM.CL9.03 Monitor routine workplace operations
dengan imdustri pariwisata 31, D1 HHR CL8.06 Melatih orang lain dalam keterampilan kerja
13. Coach others in job skills
DI.HOT.CL1.13 Perform child protection duties relevant to the tourism 3 1L.55SHDR00,257.2 Menyediakan keamanan untuk tamu ViP
ndustry . " i
D1HSS.CL4.06 Provide for the safety of VIPs -
LSSHDR00.220.2 Mengembangkan lingkungan yang aman bagi anak-anak 5 0025 3 = -
14 dituiuan pariwisata 33, L.55HDR00.251.2 Menangani orang yang mabuk
D1.HOT CLI.14 Develop protective environments for children in tourism D1.HSS.CL4.07 Manage intoxicated persons
destination
1,55HDR00,007,2 ) 3 ;
15 E55HDR00.229 2 Membangun dan memelihara tempat kerja yang aman Melaksanakanandjemalan
i - = 34.
DI HSS.CLA.01 Establish and maintain a safe and secure workplace DI .HFO.CL2.06 Conduct a night andit
L55HDRO0 2172 Berkomuntkasi secara lisan dalam bahasa Inggnis pada
16 tingkat operasional dasar

DILANCL1.0I

Converse English at a basic operational leve!

Supardi

Batam, 28 Mei 2025,

Lembaga Sertitikasi Profesi Pariwisata Barelang International
Barelang International Tourism Professipnal Certification Body

Rachmad Sugiyanto, S.Par.,MBA

Manager Sertifikasi
Manager Certification



