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Sau khi hoe xong chwong nay hoc sinh co kha nang:

- Nhan thtrc sau sac vé tam quan trong cta kinh doanh luu
tr( d6i voi mot khach san.

- Trinh bay duoc co cau to chirc bén trong ciia bo phan kinh
doanh luu trd cua khach san.

- Trinh bay duoc chic ning, nhiém vu ciia mot s6 chic
danh quan trong trong bo may

- Van dung duoc quy trinh hoat dong ctia cac bo phan trong
hoat dong kinh doanh Iuu tru.
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kinh doanh khach san




Tam quan trong cua kinh doanh dich vu B[
D lru trd trong kinh doanh khach san

19] o
Vai tro Vai tro dai Vai tro cau
kinh té dién noi & dw

bao



1. Vai tro Kinh té [

D?anh thlfntu’ Doanh thu tw
dich vu dién -

dich vu ban do ' vubotre, 1.6 gich vy cho thué

uong, 5.9 van phong va
dich vu khac, 1.4
Doanh thu tw
dich vu an uéng,
19.5

Doanh thu tw
dich vu budng
ngu, 67.2



1 1 Vai tro kinh té ( ety }

e La hoat dong trong tam cho cac hoat dong khac:
Bat ky mot khach san nao cing khong thé thiéu
hoat dong kinh doanh buong ngu, trong kinh
doanh lwu trd khéng chi co dich vu buéng ngi ma
con nhiéu hoat dong khac nhw giai tri, mua sam...
Hoat dong kinh doanh lwu trd dong vai tro la tru
c6t la hoat dong chinh ctaa kinh doanh khach san.

o Doanh thu tir kinh doanh lwu trd chiém ty trong lon
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Theo thong k€, hoat dong lwu
trd chiém trung binh khoang
/0% tong doanh thu trong
khach san. Déi véi cac khach
san nhé thi con s6 nay la 97% %
DN




1 2 Vai tro dai dién (%, /

Dich vu phuc vu

trwec tiép khach Tao ra nhirng an
hang twong dau tién va
E nhirng an\tuo’ng cuOi
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2. 1. M§ hinh to chirc bé phan kinh
doanh lwu trd cta khach san
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Giam doc phu trach KDLT: Director Room Divis n()n
Tro ly Giam déc KDLT: Asisstant Director Roo

Trudng dich vu hd trg tién sanh: Manager of Unlfo ed
Services

Truodng 1€ tan: Front Office Manager

Trudng bo phén nha buong: Excutive Housekeeper

Phy trach dat buong Reservation Supervisor

Phu trach quay 18 tan: Front Desk Supervisor

Phy trach dich vu bo tro: Concierges Supervisor

Phu trach chuyen hanh ly: Bell Captain

Phu trach bao vé: Security Supervisor

. Phu trach dich vu buong: Housekeeping Supervisor

Phu trach giat la: Linen Room Supervisor
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nan vién dat buong: Reservationist /%%
nan vién 1& tan: Receptionist '/
nan vien thu ngan: Cashiers

nan vién thira hanh (Giam sat sanh): Concierges
han vién chuyén hanh ly: Porter

nan vién bao vé: Guard

han vién budng: Room attendant

nan vién giat la: Laundry attendant



Cac thuat ngir trong BP lwu tru

VR (vacant ready): Phong san sang don khach

VC (vacant clean): Phong da don dep

VD (vacant dirty): Phong chua don dep

OC (occupied clean): Phong co khach thué da don
dep

OD (occupied dirty): Phong co khach thué chua don
dep

C/O (check out): Tra phong

OOO (out of order): Phong hu, dang stra chira



Cac thuat ngir trong BP lwu tru

DND (do not disturb): Khong lam phién
MU (make up room): Yéu cau don phong
EA (Expected arrival): Ngay khach dén
ED (expected departure): Ngay khach tra phong

LS (long staying): Khach & dai han

LL (light luggage): Khach chi co hanh ly xach tay
nhe

SO (sleep out): Khach thué phong nhung ngu noi
khac

SKIP: Phong khach ra di khong bao, chua thanh toan



2. 2 Chirc nang va nhiém vu cua mot so /
chirc danh quan trong trong hoat déng etz )

kinh doanh lwu tri

Room
Division




Nhan vién Bo phan le tan
Tiép don va lam cac tha
tuc nhan & tra phong cho
khach
Tiép nhan va phoi hop xu
ly cac yéu cau caa khach
trong thoi gian lwu trd
Tiép nhan va xi ly thong
tin dat phong

Hoan thién cac s6 sach
chizng tir can thiét




Trwdng Bo phan le tan (s,
g

+ Giam sat viéc don tiép va lam tha tuc nhian phong/tra phong cho
khach, dam bao khong co sai sot

+ Tié€p nhan va phdi hgp xtr ly cac yéu cau/y kién/khiéu nai cia khach
hang

+ Kiém tra bao cao ctaa kiém toan dém trwéc khi chuyén cho tong giam
déc khach san vao buéi sang hang ngay.

+ Tinh c6ng suat st dung buéng trung binh cho tirng ngay

+ Tinh gia ban buéng thuc hién trung binh moi gay cta khach san.

+ Kiém tra tinh trang buéng cia khach san vao cac thoi diém khac nhau.
+ Xem xét tinh hinh bién déng cua thi trweong lwu tru caa khach san dé
bao cao giam doc khach san.



Trwdng Bo phan le tan (5o

+ Xay dung bao cao vé buong cua khach san cho mét tuan, mot thang
hay vai thang.

+ Nam virng tinh hinh khach di va khach dén trong ngay va cia ngay
tiép theo.

+ Kiém tra danh sach khach Vip va chuan bi diéu kién don tiép dac
biét.

+ Chiu trach nhiém én ké hoach phan c6ng, bé tri, diéu dong nhan
vién trong t6 hop ly, phu hop véi tinh hinh thuc té cho tirng tuan, tirng
thang, trng nam.

+ Cung cip thong tin & to chirc phéi hop hoat déng véi cac bo phan
khac co lien qguan mot cach hiéu qua.



Bo phan buéng phong
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nan don phong

nan giat ul

nan vé sinh cong cong
nan van phong
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Nhén vién bé phan budng phong (5, /

Thuc hién cac quy trinh lam vé sinh phong khach nham dam
bao can phong sach sé, dat chat lwong tiéu chuan caa khach
san

Phdi hop véi bo phan L€ tan trong qua trinh lam tha tuc check
out cho khach hang

Thuc hién cac cong viéc vé sinh trong khu vurc khach san
Hoan thién cac hé so chirng tir theo yéu cau



Trwrdng bo phan buéng phong (5., )

+ Lén ké hoach, phan cong, bo tri va diéu dong nhan vién don
phong va cac khu vuc trong khach san

+ Thiét ké so d6 biéu mau veé tinh trang buong mét cach don
gian va dé hiéu cho cac bé phan cé lién quan.

+ T6 chirc quy trinh lam buéng ctia nhan vién moét cach khoa
hoc va né nép.

+ Lén ké hoach va dé xuit ké hoach mua cho ban giam déc vé
lwong vat tw tieu hao trong qua trinh lam phong



Trwrdng bo phan buéng phong (5., )

+ Chiu trach nhiém thuong xuyén kiém tra viéc sap xép, kiém ké
va giao nhian hang hoa, vat tu trong kho thuéc bd phan buénag.
+ Giai quyét cac vedng mac véi khach thuoc pham vi bo phan
buong.

+ PDao tao, huan luyén nang cao tay nghé nhan vién trong bo
phian minh phu trach.

+ Thong tin & phdi hop hoat dong véi cac bo phan co lieén quan
mot cach hiéu qua.

+ L4p cac bang biéu bao cao
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BO phan & tn (5., /

Nhan dat
phong




Nhan d:it phong (5., /

e Tao in twong ban dau tot dep cho khach hang vé
chit lwong dich vu va vé khach san

e Ban buong nham tdi da hda cong suit sir dung
budng va cuc dai hda doanh thu va loi nhuan cho
khach san.

e Xay dwng cac bao cao vé buong cho khach san nham
giUp cac bo phan trong khach san cha dong hoat
dong va hop tac gitra cac bd phan.

e ThONg tin t&i cac bo phan lién quan



Check-in (%, I

Tiép don khach hang

Lam nghiép vu check-in cho khach

Tién hanh ki nang ban tan thu

Cung cap thong tin vé khach san cho khach va quang
cao vé khach san

Thuc hién cac nghiép vu lien quan dén thanh toan

o Két hop chit ché véi cac bdé phan co lién quan dé
phuc vu khach tot nhat.



Trong qua trinh lwu trd cha khdch (4. I

e Tiép nhan cac théng tin va yéu cau tir khach hang
e Phoi hop véi cac bd phan dé xir ly

e Theo ddi qua trinh lru tru caa khach

o Cap nhit cac hé so chirng tir

e Lam tha tuc dang ky tam trd cho khach



Check-out

Phai biét chinh xac ngay, gio khach sé check out dé lam cac é@%’%@yﬁ bi can
thiét cho viéc lam tha tuc check out mét cach hiéu qua. Khi khach khodlg tra
budng dung ké hoach nhan vién é tan phai tim hiéu nguyén nhan dé cé bién
phap thich hep.

Thong tin cho tit ca cac b6 phan co lién quan trong khach san dé cac bo phan
nay cap nhat ngay nhirng chi tiét cuéi cung, tao thuin loi cho Uc thuc hién
check out cho khach.

e Thuc hién cac nghiép vu thanh toan cho khach.

e Thu thip phan hoi ciia khach hang. Nhirng diéu phan nan ciaa khach phai dwoc
chuyén dén dia chi cin thiét va nhat thiét phai bao cao véi nha quan ly khach
san dé giai quyeét.

Phoi hop chit ché véi cac bd phan co lién quan dé thuc hién tot cong viéc
thanh toan, tién khach.

Ho tro khach nhirng cdng viéc khac
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B6 phan buéng phong (%es, )

Tién hanh vé sinh cac khu vuc trong khach san: buéng nga cho
khach thué, cac khu v str dung cong c6ng va khu vuec bén ngoai
khach san.

Dam duwong cong viéc gidt la do vai cho toan khach san & giit la
quan ao cho khach nghi tai khach san

Phéi hop véi bo phan L€ tan trong qua trinh khach lwu trd va check
out

Phoi hop véi cac bo phan dé giai quyét khiéu nai

LAp bao cao va tham gia tham muu cho ban giam déc trong viéc
xay dwng gia phong



B6 phan don phong
Lam vé Ban giao /%%[

sinh sau budng
khi khach cho
tra budng khach
Kiém tra Lam vé
& nhan sinh
ban giao hang

budng ngay



Bo phan don phong it L 2

Standard Operating Procedure



SOP bo phan don phong (5., /

Quy trin
Quy trin
Quy trin
Quy trin
Quy trin
Quy trin
Quy trin
Quy din
Quy din

h don tiép va ban giao phong cho khach
h don phong hang ngay

h don phong check-out

N & quy dinh vé st dung vat tw

n & quy dinh vé hoa chat tay rira

h X ly do bo quén cua khach

h Xt ly khi c6 khiéu nai

N vé trang phuc ctia nhan vién

h vé thoi diém & téc do lam phong



B6 phan giat la /
- Ky hop dong DV giit la véi CS gidt la & bén ngoai. %%I
- Tw to chirc hoat dong glat la tai cho.




Chi phi giat la

STT CHI PHI TY TRONG

1 Lao dong 36-55
2 Thay thé 13-25
3 Nang lwong 9-15
4 Gian tiép 4-19
5 Vat tw 5-9
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In depth
50% 30%

Mercury Venus
Mercury is the closest Venus is the second
planet to the Sun planet from the Sun

20%
Mars

Mars is full of iron
oxide dust

Follow the link in the graph to modify its data and then paste the new one here. For more info, click here


https://docs.google.com/spreadsheets/d/1-SaMo6p7SdtTpMWFxGuAYtJ1XBCkzPM9yvylTUAM2iw/copy#gid=0
https://docs.google.com/spreadsheets/d/1-SaMo6p7SdtTpMWFxGuAYtJ1XBCkzPM9yvylTUAM2iw/copy#gid=0
https://slidesgo.com/slidesgo-school/presentation-tips/how-to-modify-a-graph-in-our-templates?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=how-to-modify-a-graph-in-our-templates&utm_term=slidesgo-school&utm_content=how-to-modify-a-graph-in-our-templates

@ Sector news

é3

Mercury

Mercury is the closest planet to the
Sun and the smallest one in the
Solar System—it’s only a bit larger
than the Moon

ROME

Venus

Venus has a beautiful name and is
the second planet from the Sun. It's
hot and has a poisonous
atmosphere
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Venus

Venus is the
second planet
from the Sun

News

ma
Earth

Earth is the only
planet that
harbors life

>
Jupiter

Jupiter is the
biggest planet in
the Solar System

ADVENT URE>

aln

Satumn

Saturnis a gas
giant and has
several rings

-----



Customer reviews

“Mercury is the closest planet to “Venus has a beautiful name and is
the Sun and the smallest” the second planet from the Sun”
Jenna Doe Jimmy Timmy
(&) (&)
v v

“The Sun is the star at the center of
the Solar System”

John Jopp
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87%

Jupiter is the biggest planet of them all

1,500,000

The Sun is the closest star to Earth

375,000 KM

Neptune is very far away from Earth




-~ 275,000,000

Big numbers catch your audience’s attention




Welcome

%» You can enter a subtitle here if you need it
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Welcome

Venus has a beautiful name and is the
second planet from the Sun. It's terribly hot,
even hotter than Mercury, and its
atmosphere is extremely poisonous. It's the
second-brightest natural object in the night
sky after the Moon
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Mercury

Mercury is the smallest
planet of them all
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Jupiter

Jupiter is the biggest
planet of them all

Welcome
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Venus

Venus is the second
planet from the Sun

lln|\
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Saturn

Saturn was named
after a Roman god

&)
Earth

Earth is the only planet
that harbors life

ol

Neptune

Neptune is the farthest
planet from the Sun



A picture is
worth a
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Review of past events

Dates Guests Place Theme
05/25/2022 750 Americas

04/19/2022 650 Europe

02/17/2022 500 Americas Love Day
01/22/2022 760 Europe

&0
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Upcoming events

2

Mercury

Mercury is the
closest planet to
the Sun

3

Venus

Venus is the
second planet
from the Sun

4

Neptune

Neptune is very
far away from
the Sun

~~~~~

5

Jupiter

Jupiter is the
biggest planet of
them all

Saturn

Saturn was
named after
a Roman god

(e a)



i Our locations

Americas

Venus is the second
planet from the Sun

Africa Y&

Saturn is a gas giant
and has rings

Asia
Neptune is the farthest
planet from the Sun




More events T

Mercury * | | *Mars

Mercury is the closest Mars is actually a very

planet to the Sun cold place
Jupiter k\/ d Saturn

Jupiter is the biggest U Saturn is composed of
planet of them all | | hydrogen and helium
Venus ° * Neptune
Venus is the second Neptune is far away

planet from the Sun from Earth

~~~~~



Check out our website

Lets Travel Together
Newsletter

Here is where your

You can replace the image on the screen with your own work.

Just right-click on it and select “Replace image” m



Do you have any questions?

youremail@freepik.com
+91 620 421 838
yourwebsite.com
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CREDITS: This presentation template was created by Slidesgo, and
includes icons by Flaticon and infographics & images by Freepik

Please keep this slide for attribution


http://bit.ly/2Tynxth
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr
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Alternative resources

'Yy -

Vectors:
e Hand drawn travel background
e Hand drawn summer camp poster |
e Hand drawn summer camp poster Il



https://www.freepik.com/free-vector/hand-drawn-travel-background_26411871.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-vector/hand-drawn-summer-camp-poster_26411880.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-vector/hand-drawn-summer-camp-poster_26411881.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik

,,,,,,

Resources

Photos:

e Young tourists big city

e Couple travelers pointing directions

e Medium shot senior people traveling
with map

e Traveldiscovering places with love ones

Vectors:
e Hand drawn travel background |
e Hand drawn travel background Il
e Hand drawn travel background Il
e Hand drawn travel background IV
Icons:

Icon Pack: Travel | Filled



https://www.freepik.com/free-photo/young-tourists-big-city_1190515.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-photo/couple-travelers-pointing-directions_1189954.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-photo/medium-shot-senior-people-traveling-with-map_23992720.htm#page=5&query=travel%20couple&position=9&from_view=author/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-photo/travel-discovering-places-with-love-ones_17427205.htm#page=14&query=travel%20couple&position=38&from_view=author/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-vector/hand-drawn-travel-background_26411864.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-vector/hand-drawn-travel-background_26411873.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-vector/hand-drawn-travel-background_26411876.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-vector/hand-drawn-travel-background_26411866.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.flaticon.es/packs/travel-207?word=travel/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=flaticon

Instructions for use

If you have a free account, in order to use this template, you must credit Slidesgo by keeping the Thanks slide. Please
refer to the next slide to read the instructions for premium users.

As a Free user, you are allowed to:

- Modify this template.
- Use it for both personal and commercial projects.

You are not allowed to:

- Sublicense, sell or rent any of Slidesgo Content (or a modified version of Slidesgo Content).
- Distribute Slidesgo Content unless it has been expressly authorized by Slidesgo.

- Include Slidesgo Content in an online or offline database or file.

- Offer Slidesgo templates (or modified versions of Slidesgo templates) for download.

- Acquire the copyright of Slidesgo Content.

For more information about editing slides, please read our FAQs or visit Slidesgo School:
https://slidesgo.com/fags and https://slidesgo.com/slidesgo-school



http://bit.ly/33VAFh3
http://bit.ly/30B07Gq
http://bit.ly/2PfT4lq

Instructions for use (premium users)

As a Premium user, you can use this template without attributing Slidesgo or keeping the "Thanks" slide.

You are allowed to:

e  Madify this template.

e  Use it for both personal and commercial purposes.

e Hide or delete the “Thanks” slide and the mention to Slidesgo in the credits.

e  Share this template in an editable format with people who are not part of your team.

You are not allowed to:

Sublicense, sell or rent this Slidesgo Template (or a modified version of this Slidesgo Template).

e Distribute this Slidesgo Template (or a modified version of this Slidesgo Template) or include it in a database or in
any other product or service that offers downloadable images, icons or presentations that may be subject to
distribution or resale.

e Use any of the elements that are part of this Slidesgo Template in an isolated and separated way from this
Template.

e Register any of the elements that are part of this template as a trademark or logo, or register it as a work in an
intellectual property registry or similar.

For more information about editing slides, please read our FAQs or visit Slidesgo School:
https://slidesgo.com/fags and https://slidesgo.com/slidesgo-school



http://bit.ly/2PfT4lq
http://bit.ly/33VAFh3
http://bit.ly/30B07Gq

Fonts & colors used

This presentation has been made using the following fonts:

Neucha
(https://fonts.google.com/specimen/Neucha)

Oxygen
(https://fonts.google.com/specimen/Oxygen)

o .
. B

#5a595b

#744327 #d3c6bc .
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https://fonts.google.com/specimen/Neucha
https://fonts.google.com/specimen/Oxygen

Storyset

Create your Story with our illustrated concepts. Choose the style you like the most, edit its colors, pick
the background and layers you want to show and bring them to life with the animator panel! It will boost
your presentation. Check out how it works.

Pana Amico Bro Rafiki Cuate


https://storyset.com/how-it-works?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=slidesgo_final_slides&utm_term=how it works&utm_content=storyset
https://storyset.com/pana?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=slidesgo_final_slides&utm_term=pana&utm_content=storyset
https://storyset.com/amico?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=slidesgo_final_slides&utm_term=amico&utm_content=storyset
https://storyset.com/bro?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=slidesgo_final_slides&utm_term=bro&utm_content=storyset
https://storyset.com/rafiki?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=slidesgo_final_slides&utm_term=rafiki&utm_content=storyset
https://storyset.com/cuate?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=slidesgo_final_slides&utm_term=cuate&utm_content=storyset

Use our editable graphic resources...

You can easily resize these resources without losing quality. To change the color, just ungroup the resource
and click on the object you want to change. Then, click on the paint bucket and select the color you want.
Group the resource again when you’re done. You can also look for more infographics on Slidesgo.
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https://bit.ly/2ZjL1pd
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...and our sets of editable icons

You can resize these icons without losing quality.
You can change the stroke and fill color; just select the icon and click on the paint bucket/pen.
In Google Slides, you can also use Flaticon’s extension, allowing you to customize and add even more icons.
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https://workspace.google.com/marketplace/app/icons_for_slides_docs/381578326502

Educational Icons
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Business Icons
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Teamwork Icons
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Avatar Ilcons

Help & Support lcons
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Performing Arts Icons

Creative Process Icons
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Nature Icons




SEO & Marketing Icons
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