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Company Info 

Location: The Peabody Memphis Size of hotel/No. of Rooms: 464 

Parent Company: Peabody Hotels & Resorts Website Address: www.peabodymemphis.com 

Minimum average number of hours per week participants can plan on training: 32 hours (usually 40) 

 

Position Summary 

Start Date:  July 17, 2019 Duration: 12 Months 

Compensation: $10.00 per hour  Housing: On own, downtown, in walking distance to 

hotel 

 

Internship/Training Program Details 

Intern/Trainee’s  

Responsibilities: 

Hospitality Interns at The Peabody Memphis will develop a rounded knowledge and 
competence in Front Office, Concierge and Reservations functions as part of a Forbes 4-
Star, AAA 4-Diamond and Preferred hotel. 
 
Orientation Phase: Upon starting the training program, participants are to attend a new-
hire orientation. They will be introduced to hotel management and team members to 
become acquainted with the property. Host company history, policies, procedures, 
customer service, and safety standards will be discussed. Touring of the property, 
department orientation, training checklist, schedule and chain of command will be 
covered in this phase (Orientation Phase) as well.  
 
Front Office Phase: The Rooms Intern will be rotated through Front Desk, Lobby and 
Club Concierge departments of the property and assigned hands on activities related to 
the objectives of the host company providing for mentored learning opportunities related 
to the specific goals and objected of this phase noted in the key objectives section. 
During this phase, the Intern will be required to utilize skills associated with both previous 
and subsequent phases. 
 
Reservations Phase: The Rooms Intern will learn how to assist with internal and external 
calls to Priority Services (PBX) as well as to make, modify and cancel reservations for 
hotels rooms, outlets and special events. The Intern will apply all of their previous 
learning and people skills from past program rotations (primary and extension).   
 
 

Key Objectives of  

Internship/Training 

Program: 

Orientation Phase: Become familiar with the organization operations, key staff, areas in 
which they will spend their training program, and begin settling into the community where 
they will live during their program duration. The Intern is introduced to the various areas 
which will be covered throughout the training program and the subject matter to be 
covered. In addition, HR discussions will set departmental goals and host company's 
expectations toward the participant. Human Resources department will assist the 
participant with completing the required documents for new staff members. Interns will be 



Hospitality USA 
Host Organization Profile- Position  
  

CIEE | 1.888.369.1620 | ciee.org/trainee | trainees@ciee.org 

 

2

able to gain a clear overview of the orgnaizations operations, clientele and niche in the 
marketplace. The participant will learn the scope of the organizations activities, the 
history, organizational mission and objectives as well as the significance of the division 
and departments as it's responsibilities in the success of the organization.  
 
Front Office Phase: Training in the front office departments will provide the participant 
the unique opportunity to master the skills needed to be successful in a Front Desk, 
Lobby and Club Concierge of a luxury, historic, urban hotel. These skills include 
verbiage, execution, knowledge and anticipatory service critical to maintain Forbes 4--
Star, AAA 4-Diamond and Prefered Hotel status. 
 
Reservations Phase: Training in the banquet department will provide the participant the 
opportunity to develop the full set of skills and knowledge that will be necessary for 
banquet or catering services including review, set-up, service, beverage, and 
coordination with other departments including stewarding and event managers and 
outsourced service teams. The Intern will also have exposure to offsite events and  
Inventory Control.  
 
 

 

Host Organization Requirements 

Academic/ 

Professional 

Experience: 

At least six (6) months hospitality experience and currently enrolled in or graduated from 
a Hospitality Program 

Skills/Language 

Proficiencies: 

Previous knowledge of Opera, HotSOS experience is a plus. 
 
Fluency in English, both verbal and written. 
 

 


