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Adare Manor is cherished for its thatched roof bungalows, antique shops and lively pubs. It offers a lavish experience to the guests. Here, guests can experience the feel of homecoming. A valued legacy of Irish hospitality is concentrated into the essence of welcome (https://www.adaremanor.com/home-3/history/). An employee memo involves conveying a consistent message to the employees that is easily understandable. The less words are used in a memo, the more it become understandable to the employees (Fouché, 2017). An Aide Memoire or memo is developed for the staff of Adare Manor, so that they can better understand and perform their responsibilities in terms of managing experience of the international visitors:
To: All the staff of Adare Manor
From: HR manager of Adare Manor
Regarding: Improving service experience of international visitors 
With advanced technologies, guest expectations also rise. Therefore, it has become crucial for Adare Manor to do its best for enhancing guest experience. Satisfied guests are influential marketing tool, as the satisfied guest recommend the hotel to others and it is one of the greatest ways of building the brand. Therefore, all the hotel staff, who are responsible for dealing with the guests directly should follow the guidelines mentioned below:
· The communication must be initiated before the guests arrive. As soon as a guest books a room, the first predisposition must be to send a mail for confirming the booking or reservation voucher. It is an opportunity for interacting with the visitor by sending them planned confirmation emails that contain the hotel amenities like parking facility, pick-up service and so forth. Further, personalised message and email for thanking the visitor for choosing Adare Manor. 
· Next, early check-ins can be offered. Adare Manor will not reject the request of early check-ins, as by only managing the early check-ins, the hotel can do a great help to them. It will make a great impression on them about the hotel. The staff will arrange their waiting in a relaxation area and serve them coffee or tea. 
· The staff must confirm smooth check-ins, so that the guests do not have to wait for too long at the front desk after a long journey. Therefore. Self-check-ins will be offered to the guests. The hotel will systematise the communication between guests and front desk for delivering exceptional guest experience. 
· The staff of Adare Manor will be accountable for personalising guest experience. The staff will greet the guests using their last name of first name rather than just greeting them. It will make them feel special. Further, they will greet the visitors using regional languages. For example, ‘Hello. Good morning Mr. Hannes. Welcome to Adare Manor, hope you have an enjoyable stay at out hotel.’. Such additional effort can improve experience of the visitors to a greater level.
· Further, the housekeeping staff will ensure cleanliness of the hotel, as it is one of the most important influencers of enhancing guest experience. The housekeeping manager will generate an arrival list everyday based on which, the housekeeping staff will clean the rooms earlier. A well-kept and neat room is a part of offering an excellent guest experience to the guests.
· Further, the room amenities like Wi-Fi can help improving guest experience, as maximum people today travel with laptops, wearables and smartphones. Therefore, Adare Manor will ensure that hotel is equipped with additional bandwidth. Further, it will offer the opportunity of watching movies with regional subtitles. 
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Cultural differences do not make any culture worse or better comparing to others. It just demonstrates their dissimilarities that have been developed through centuries. China can find its customs and traditions for thousands of years while America has very few backgrounds of its own. However, it has become a sentimental container of cultures that no specific American culture is there, which can be applied throughout the board. It makes both cultures worthy and unique to discuss and respect. The social structure of China is hierarchical and formal. Everyone knows his/her place in the structure is expected to abide by the instructions. However, in America, the social structure is much informal and looser. It is not unusual to watch that of different social levels knowing and socialising each other. Very few boundaries are there that the society is not permitted to cross. Again, in Greece, hierarchy is respected and inequalities among people are acceptable, the inequal power distribution validates the face that power holders enjoy more advantages comparing to the less powerful people in the society (Apostolou and Wang, 2019). As commented by Skivalou and Filippidi (2017), this kind of culture is supported in China because of their political structure. China has a communist society. Therefore, the government exercises power and control over the people, conducting private investigation and censoring media. With such control applied people are not permitted to act or speak against the rule and any such actions leads to punishment. Further, if someone plans to do business in China, the individual must know that the direct process applied by Americans cannot be applied here. Here, direct confrontation or conflicts on issues is extremely glared upon. Moreover, the Chinese society is collectivist while the American society is individualistic. 
In the words of Trinh et al. (2017), an individual from China is more inclined to consider how their activities are affecting the whole and not individually. They are intended to sacrifice and give up for greater good. In contrary, in America, individualism is its mainstay and reason of success. Individual achievement is cherished here. Further, in Greece, the society is collectivist. Here people starting from their birth are combined into a cohesive and strong in-group. In business world, it is imperative to develop a long-lasting and trustworthy relationship. While conducting business in China, the businesspersons must be ready for socialising. On the other side, in America, business partners are more indifferent. Unlike Chinese businesspersons, they can sacrifice socialising for focusing on the business. In Greece, the business culture is all about respect, honour and flexibility. The status is normally based on position and age. Respect and honour are very important for Greeks. Therefore, questioning or disrupting decisions made by seniors is not recommended Chen et al. (2019) commented that Chinese people impose high importance on the ethics of the people. Marriages are not fortified until twenties. However, American culture is comfortable, and some argue that more ethical focus must be there. In Greece, people applied their values of glory, loyalty, hospitality and intelligence in daily life. Besides, Americans are highly time sensitive in terms of deadlines and meetings.  However, Chinese people do not consider time as an utter but as a proposition. It is very important in China to be sensitive to the needs of other people. Therefore, it is expected to respect and treat well each other. In contrast, Americans are not worried about their own images and they are not likely to think of treating other well or respecting others. Most of the people in China are Han Chinese and therefore, cultural diversity is not accepted and respected in the country. On the other hand, in America, the mix of different cultures and ethnicities is evident within the society. In Greece, multiple cultures can be seen from one place to another. The differences can be seen in dancing, music, talking and various festivals. 
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	Do’s
	Don’ts

	Make eye contact while interacting with the guests
	Never tell any guest that you want to go home, or you are tired

	Greet everyone with a smile you see and meet 
	Never discriminate people irrespective of their race, nationality, religion, sex, colour, appearance and treat everyone equally

	Address teammates and guests by name at all probable opportunity 
	Do not disrespect or argue with visitors

	Guide the guests whenever they ask for any direction	
	Do not make promises, which are beyond your control  

	Maintain your duty area and keep it tidy
	Do not respond with defensiveness and hostility

	Listen to the requests and complaints of the guests carefully and note down the details if needed
	Do not interrupt or contradict with the guests 

	Conduct a follow-up on anything is done for the guests by communicating them personally.
	Do not make any impossible promise rather provide alternative choices 

	Report incidents to the senior or on logbook 
	Do not ask for suggestion or tips from the visitors.

	Perform your responsibilities based on the hotel policies and standards and follow instructions
	Do not be dishonest and do not engage in any kind of sealing or gambling in the hotel.

	Deal with colleagues and guests in a professional and polite manner.
	Do not drink, smoke or chew gum while in duty or while serving 

	Respond the calls from guests immediately or within the shortest probable time
	Do not involve in any uncommon activities during duties such as spitting, swing keys, moving legs, beat on desk with fingerprints.

	Answer to contacting effectively and take advanced actions for handling guest’s request. 
	Do not read books, magazines or books while doing your duties. 

	Always be in your uniform managing proper standards and grooming in the hotel ground.
	Report any incident to your senior which is harmful for hotel.

	While offering any service walk and stand straight 
	Do not lean on corners or walls.

	Ensure proper hygiene and cleanliness within the hotel areas. 
	Never try to solve any electricity issues without consent

	Keep your equipment tidy and clean and place them in pantry after use. 
	Never put any guest belongings and property in the backyard of the service area

	Eat in the employee canteen only
	Do not be inattentive during your responsibility without emergency condition or absolute reason and inform your seniors before deciding anything.

	Before reporting and after completing your job, sign in and sign out properly 
	Do not use others’ drawer or locker.

	Perform your task only in the assigned area unless permitted by the senior
	Never bring your personal problems during duty and in your working area.

	Whenever you face any discrepancy, dispute or difficulty report to your assistant manager or supervisor.
	Do not invite families or friends into the hotel premises. 

	Keep the radio or TV off while cleaning hotel rooms 
	You are not permitted to use any kind of hotel amenities such as bars, restaurants, guest rooms and public rest rooms.

	You can use only public telephone 
	Do not use telephone from the guest’s room for personal purpose 

	Ensure that all the old magazines, news papers and guest items are arranged orderly and properly 
	Do not bring or carry food from the employee canteen. Never store food in your locker. 

	While servicing guest room, vacuum them daily. Use tatters for cleaning instead of towels 
	Do not consider hotel property as your own

	If you see any valuable item or cash in the room, report as the found or lost item to the housekeeping department instantly
	Do not serve or walk in the hotel unless you wear your uniform

	If you find anything unfamiliar (such as damaged properties, guest is unwell and so forth) report to the senior 
	Do not disturb the guest if the ‘DND’ sign is on.

	Take care of the visitors and theory belongings 
	Do not enter using guest entrance, toilets, lifts or any facilities  

	Ensure that all the uniform or linen are sent to for cleaning to the linen room
	Do not talk or laugh loudly with the co-workers or run or walk fast along the corridor of the guests 

	Smoke only in the employee smoking area
	Do not use slang, do not sing or whistle during duty

	Be on time in your duty 
	Never discuss about other hotels or guests with the gusts 

	
	Do not permit any stranger, contractor or guest to enter in any room without permission

	
	Do not provide any torn or stained beds sheet and towel to guests
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