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EXECUTIVE SUMMARY 

The most rewarding part of this internship was being able to meet new friends. I am extremely 

grateful and excited for whatever comes my way. 

This internship has been an excellent and rewarding experience. I have been able to 

communicate and connect with so many people. This also enhanced my team work skills while 

interacting with them. 

One main thing that I have learned through this internship is time management skills as well 

as self-motivation. In the beginning, I was extremely clueless and unsure but as the time went 

by most things fell into prospective.  

The training enhanced my practical knowledge.  

Nevertheless, I did enjoy the training to the fullest and am very sure that this training will help 

me in my future endeavors. 
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1. ORGANIZATION/COMPANY (NAME) 

1.1 BIRDS-EYE-VIEW 

Refer fig  

1.2 PRODUCTS/SERVICES 

1.2.1  

Hotel Policies 

Check-in time: 2:00 PM 

Check-out time: 12:00 Noon 

Early check-in and late check-out on request. 

We accept American Express, Diner's Club, Master Card, Visa and JCB International. 

Explore Taj Kids, a kids program based on adventure, discovery, questing all the while keeping 

in mind fun while learning. Choose from a range of activities at the hotel during your stay. 

Pet (cat or dog under 30 kgs) could be accomodated in Hermitage Villa at an additional charge 

of INR 5,000 + tax per pet, per night. 

*Right of refusal remains at hotel’s discretion. 

1.2.2 

Guest Rooms at Taj Fort Aguada Resort & Spa, Goa 

Taj Fort Aguada Resort & Spa, Goa, our luxury resort in North Goa at Candolim Beach, offers 

143 rooms, suites and villas in North Goa across an emerald and turquoise-washed paradise 

with splendid views of the Arabian Sea, and the twin luxury of hillside and sea-facing 

residences. 
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1.2.3 

Restaurants at Taj Fort Aguada Resort & Spa, Goa 

It’s all about the food... Enjoy meals that celebrate the spirit of Goa! Taj Fort Aguada Resort & 

Spa, Goa has some of the best restaurants in Goa near Candolim beach. You can enjoy Goan 

cuisine in the perfect surrounding. The flavours and aromas, the live cooking experience – 
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1.3 SECTIONS WITHIN THE ORGANIZATION 

1.3.1  

Taj Fort Aguada Resort and Spa, Goa  

Romantic, Charming, Vibrant. It has history woven in its walls. This is where royalty, heads of 

government agencies and the biggest celebrities are known to frequent. The first luxury hotel 

in Goa. The picturesque settings at our resort in North Goa create a fantastic backdrop for the 

entire experience along with the nouvelle restaurants and the J Wellness Circle. Soak in a space 

that showcases the spirit of Goa. Explore the horizon as you look over the waters of the pool, 

beyond the 16th century ramparts of the Portuguese Fort, and wave back to the tide as it works 

its way across the Arabian Sea, to greet the Sinquerim beach. Expect the best in world cuisine. 

The nouvelle restaurants showcase the master craftsmanship of our seasoned Chefs who would 

tease your palate with their epicurean delight.  

1.3.2 

History  

The hotel opened in 1974 as the Taj Fort Aguada Beach Resort & Spa at the site of the historic 

Portuguese Fort Aguada. For many years, it was the sole first-class hotel in Goa  
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2.TASK(S) HANDLED 

Organizing papers  

Arranging documents 

Filing papers  

Printing documents  

Answering calls 
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3.LEARNING 

• Handling of the Switchboard. 

• Familiarized with Extensions 

• Familiarized with Departments/HOD’s 

• Handling of Telephone calls(External/Admin and guest calls) 

• Familiarized with the telephone Etiquettes 

• Familiarized with using a printer  

• Familiarized with word and excel  

• Familiarized with filing  
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4. CHALLENGES 

One of the challenges I faced was speaking my mind out in the beginning but my seniors would 

involve me in conversations. 
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APPENDIX I: SAMPLES OF THE WORK DONE 
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APPENDIX II: PHOTOS WHILE YOU ARE AT WORK 
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APPENDIX III: FIGURES AND TABLES 

1.1BIRDS-EYE-VIEW  

Figure no 1:  

 

Figure no 2: 
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1.2 Products/services 
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