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	Introduction: 
I was appointed in the housekeeping department during my job employment in the hospitality sector. This professional experience allowed me to gain insight into my strengths and weaknesses and all the operational activities' importance and significance in the growth and success of the hotel. I will use the Gibbs Reflective Model to better evaluate all the potential skills and weaknesses in my skillset. My thoughtfulness, emotions, and lessons learned during my job employment. 
Description: In the hospitality sector, housekeeping is the crux sector to make sure of cleanliness, organization, and a distinct environment to anticipate guests’ preferences to increase the overall guest experience of staying. I was very nervous and excited when I started my job role in the fast-paced vibrant professional sector in the housekeeping department. 
Feelings: I was very excited at the start but later in my job employment, I faced many difficult times which provided me with better opportunities to learn to improve my skillset and become prepared to better compete in this fast-paced hospitality sector. I developed my skill in detail-oriented and problem-solving to increase overall working efficiency during my job employment (Wirya, 2023). 
Evaluation: physical strength is very demanding in the housekeeping job and I found it very challenging. The ongoing lifting objects, bending and carrying from one place to another required physical strength and stamina which was not highlighted before. I struggled a lot in making my body resilient and able to perform physical activities during job employment as the housekeeping sector to better perform multiple activities on time (Tra, 2020). 
Analysis: I identify that it is very important in any business sector to have effective communication skills to interact with each other and with the customers. Coordinating tasks, organising, prioritising and delegating activities in team members in housekeeping need communication skills to make sure everyone strives for the universal goal of the organization. Sometimes, misunderstandings lead to conflicts among employees and miscommunication results in inefficiencies in the provided services within the sector and organization. Therefore, training and ongoing hands-on practical exercises are advised by the management to improve our communication skills. I also preferred to seek advice and reviews from my senior experts and develop a culture of open discussion to promote effective interpersonal relationships in the housekeeping sector (Wirya, 2023). 
Conclusion: I was provided with extensive information and knowledge during my job employment in the hospitality sector in regulating a clean and structured hospitality sector. I was pushed out of my comfort zone during my employment to push my boundaries and perform better by adopting learning and improving culture in the workplace which made me prompted and inspired me to seek further progress in the hospitality sector (Cendon, 2020). 
Action Plan: After evaluating all the areas of strengths and weakness, I plan to actively seek action plans to better make some changes and improvements in my weaknesses and better make myself ready for future business endeavours. 
In conclusion, my job role in the hospitality sector was full of excitement and valuable experience of learning and gaining knowledge to better develop my personal and professional growth by using the Gibbs Reflective model. 




Component Two: Health and Safety Guide 
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Introduction
In the XXX Hotel, we welcome you, we have a working culture to provide the best facilities to the employees such as well-being and safety during work. We also have a standardized principle and Guide of Health and Safety Guide to implement and enforce in the working culture of housekeeping to provide a secure environment during cleaning, mopping, and room service without any casualties or incidents (Jamadar and Zade, n.d). 
Precautions
1. Personal Protective Equipment (PPE): The housekeeping staff must wear PPE including closed toe, gloves, and slip-resistance slippers or shoes to avoid any potential harm to the skin. 
2. Chemical Handling: All the inventory products must be labelled and employees must be trained to use these chemicals and tools during cleaning activities. These precautionary measurements cover under MSDS or Material Safety Data Sheets. 
3. 3. Ergonomics: To avoid any sprains and injuries, the staff is properly trained to lift heavy objects from one place to another and learn to use trolleys and carts for heavy objects (Alcalde-González, Mozo and Bustos, 2021). 
Procedures: Safe Room Cleaning another
1. [image: Room Service Concept. Back View on Pretty Young Maid from Hotel Staff  Knocking at Door.Cleaning in Modern Hotel Stock Video - Video of housekeeper,  door: 190606319]Entry Procedure: Always knock before entering the room to announce your presence to avoid intruding on guest’s privacy. Quickly inspect the room for any quick service required as mopping and drying the floor etc. 
2. Cleaning Procedure: Make sure of proper ventilation during cleaning. Start from the upper level and end with lower-level cleaning to make it quick and efficient. 
3. Exit Procedure: always make sure to remove all the materials, tools, and equipment for cleaning after room service and lock the room properly to ensure of privacy and safety of guests (Nimri et al., 2020). 
Equipment: Essential Tools for Safe Room Cleaning
Cleaning Agents: Always use hazardous approved substances and chemicals for cleaning. 
Microfiber Cloths: Always use this fibre to avoid any kind of stains and dust remaining on surface. 
[image: ]Trolleys and Carts: Used to carry heavy loads and objects from one place to another. 
Wet Floor Signs: Make a sign on the wet floor to make guests aware during walking and passing through. 
Vacuum Cleaners with HEPA Filters: Use high-quality Air filters in vacuums to make sure of pure air in the hotel after cleaning (Wirya, 2023). 
Hazard Mitigation
1. Slips, Trips, and Falls
Make a sign on the wet floor to make guests aware and avoid any kind of trip and slip. 
2. Chemical Exposure
All the products to be used in cleaning must be labelled for staff members to carefully read before using. 
3. Ergonomic Hazards
Employees in the housekeeping sector are motivated to take regular breaks to avoid being tired and make loss and inefficient services to the guests. 
We XXX Hotel aim to provide a working culture of productive and security by abiding by all these above-discussed guidelines and instructions. Employees need to abide by these instructions and guidelines to better provide a secure and healthy working culture to both employees and guests (Tra, 2020). 
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To perform different duties and tasks of cleaning like mopping, dusting, polishing, removing waste, and hygiene are all the responsibility of housekeeping in the hotel. 
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In the hotel industry, room attendants are of great importance as they are the face of he hotel to be in direct contact with guests on daily basis during room service. 
[image: ]
It is very essential to make the lobby of the hotel look organized as it is the face of the hotel and the reception desk must be clean and organized to avoid any traffic during reservation as all the documents and required material for transactional and check in process on hand reach. Using clean signs to make sure of the visibility to the guests for check-in section and check-out to minimize the rush and commotion. 
[image: ]
Employees must abide by the in-house restrictions and rules as food, chewing gum, smoking, and telephone. Illegal activity of theft and destruction to hotel property any favoritism incentives like meals, discounts and any discriminated services. Limited access of authority of different prime locations of hotel as employee entrance parking, pool, and kitchen area. 
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· No hazardous and serious chemical must not be used in cleaning. 
· All the working activities and actions must be abide by the legal guidelines of the regional standards.
· Employees must be trained prior using these chemicals to avoid any accident and harm to the employees during cleaning and performing other activities. 

[image: ]
Risk assessment of the premises needed to make sure of the guests as well as employee’s safety by abiding all the legal policies and guidelines of working activities in the hospitality sector. This process of risk assessment allow business owners to focus on the risks of any kind that might damage the reputation of hotel and evaluation of these risks also help to determine any uncertain situation like injury to the head of department which can affect the overall activity and operational performance of the whole department. 
[image: ]
Employees must wear clean and proper uniform during working hours.
Hairs must be tied back and nails should be cut and trimmed. 
Wear closed toe shoes during working hours. 
Customer service must be exceptional to make the journey best memories of guests. 
[image: ]
Hospitality sector can foster a working culture in which committed, motivated, and dedicated employees provide best services to the guests. 
[image: ]
In result, it is our prime duty being a member of the hospitality department to provide best quality services to the potential guests during their stay and make them enjoy the best days of their life during staying with the abiding of all the safety and hygiene policies and legal standards to perform risk assessment in evaluating risks and issues and providing on time quick innovative solution in the working culture of hospitality sector. 
[image: ]
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Room Cleaning

» Dusting: Do dusting and removing dust particles from all over the surface of
lamps, furniture's, shelves, and mirrors with the microfiber clots.

» Vacuuming: Thoroughly vacuuming the carpets and floor surface.

» Bedding: change bed covers in rooms on daily basis or as per guest’s
instructions. Fresh linen must be used in bedding.

» Bathroom Cleaning: meticulously clean the bathroom and make sure of every
part to be stainless as toilet, shower, and bathtub. Use proper hygiene
chemicals and disinfect to clean it (Tavitiyaman et al., 2022).
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                      Room Cleaning  Dusting: Do dusting and removing dust particles from all over the surface of lamps, furniture's, shelves, and mirrors with the microfiber clots.  Vacuuming: Thoroughly vacuuming the carpets and floor surface.  Bedding: change bed covers in rooms on daily basis or as per guest’s instructions. Fresh linen must be used in bedding.  Bathroom Cleaning: meticulously clean the bathroom and make sure of every part to be stainless as toilet, shower, and bathtub. Use proper hygiene chemicals and disinfect to clean it ( Tavitiyaman et al ., 2022).   
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Common Areas Cleaning:

» Lobby and Reception Area: It is important to make the reception area clean
and tidy. Make sure to dust the furniture, mop nad vacuu the floor and make
it free from any dust and clutter.

» Corridors: regularly clean halls to make it free from any dust and debris.

» Lifts: lifts must be clean and proper hygiene measurement must be taken
during cleaning to make it free from dust as well as from germs (Kusuma et
al., 2022).
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                      Common Areas Cleaning:  Lobby and Reception Area: It is important to make the reception area clean and tidy. Make sure to dust the furniture, mop nad vacuu the floor and make it free from any dust and clutter.  Corridors: regularly clean halls to make it free from any dust and debris.  Lifts: lifts must be clean and proper hygiene measurement must be taken during cleaning to make it free from dust as well as from germs (Kusuma et al., 2022).   
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Housekeeping policies

HOUSE POLICIES

» Different rules and standards are set to provide instructions to the employees
regarding their performance and activities in the working place (Sadhale,
2021).

IMPORTANCE

» Boost service quality

Regiments service

Positive working culture developed

Employees and guests are safe and secure

v vyyVvyy

Build positive image of the hotel
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                 Housekeeping policies HOUSE POLICIES  Different rules and standards are set to provide instructions to the employees regarding their performance and activities in the working place ( Sadhale, 2021) . IMPORTANCE  Boost service quality  Regiments service  Positive working culture developed  Employees and guests are safe and secure  Build positive image of the hotel
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Health and Safety Procedures

Handling of Chemicals:

» Proper and visible labeling of chemicals and stored in tight jars and containers
in inventory.

» Employees must follows instructions before using the required chemicals and
liquid.

» Abide by rules of PPE to wear proper cleaning gloves and goggles during
chemicals using (Mangco and Andales, 2021).
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                      Health and Safety Procedures Handling of Chemicals:  Proper and visible labeling of chemicals and stored in tight jars and containers in inventory.  Employees must follows instructions before using the required chemicals and liquid.  Abide by rules of PPE to wear proper cleaning gloves and goggles during chemicals using ( Mangco and Andales, 2021).   
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Health and Safety Procedures
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Preventing the Spread of Infections:

> Always thoroughly wash hands with soap and hand wash before and after
performing cleaning.

» To handle waste and to clean bathroom, always use disposable gloves.

> Always make sure to properly discard waste of blooded tissues and needles with
care and in bio hazardous bags to avoid contamination ( Ambardar, Singh and Singh,
2023).

Emergency Procedures:

» In the hotel, all the emergency exits must be in access of employees and guests.
> Activate fire alarm and make sure to evacuate the building on the same time.

> Always follow hotel’s medical emergency protocols.

>
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                      Health and Safety Procedures Preventing the Spread of Infections:  Always thoroughly wash hands with soap and hand wash before and after performing cleaning.  To handle waste and to clean bathroom, always use disposable gloves.  Always make sure to properly discard waste of blooded tissues and needles with care and in bio hazardous bags to avoid contamination ( Ambardar , Singh and Singh, 2023). Emergency Procedures:  In the hotel, all the emergency exits must be in access of employees and guests.  Activate fire alarm and make sure to evacuate the building on the same time.  Always follow hotel’s medical emergency protocols.  .   
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Achieving Standards

Dress Code:
» Employees must wear clean and proper uniform during working hours.
» Hairs must be tied back and nails should be cut and trimmed.

» Wear closed toe shoes during working hours.

Customer Service:

» Always welcome guests with warm smile and a friendly gesture to welcome
their stay.

» Always attune to the guest’s needs and requirement and provide with best
solutions (Tra, 2020).
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                      Achieving Standards Dress Code:  Employees must wear clean and proper uniform during working hours.  Hairs must be tied back and nails should be cut and trimmed.  Wear closed toe shoes during working hours. Customer Service:  Always welcome guests with warm smile and a friendly gesture to welcome their stay.  Always attune to the guest’s needs and requirement and provide with best solutions (Tra, 2020).   
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Employee Engagement

» To maintain and regulate a high quality service, employees involvement in
housekeeping sector is vital.

» In any working culture, communication skill is required to schedule regular
meetings with the housekeeping staff to openly discuss all the working duties
and motivate them with the inclusion of their suggestions in decision making.

» Evaluate their performance and must reward deserving employees to inspire
them for further growth (Jamadar and Zade, n.d).





image19.svg
                 Employee Engagement  To maintain and regulate a high quality service, employees involvement in housekeeping sector is vital.  In any working culture, communication skill is required to schedule regular meetings with the housekeeping staff to openly discuss all the working duties and motivate them with the inclusion of their suggestions in decision making.  Evaluate their performance and must reward deserving employees to inspire them for further growth (Jamadar and Zade, n.d).
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Conclusion

» All the guidelines discussed above must be abide by the working culture of
the housekeeping department to maintain high level of cleanliness and build a
positive image of the brand.

» Housekeeping workforce must be trained on regular basis to make sure of the
high quality services to sustain and grow over time.

» In the hospitality sector, cleanliness and hygiene is essential to make sure of
the guest’s well-being (Alcalde-Gonzalez, Mozo and Bustos, 2021).
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                 Conclusion  All the guidelines discussed above must be abide by the working culture of the housekeeping department to maintain high level of cleanliness and build a positive image of the brand.  Housekeeping workforce must be trained on regular basis to make sure of the high quality services to sustain and grow over time.  In the hospitality sector, cleanliness and hygiene is essential to make sure of the guest’s well - being (Alcalde - González, Mozo and Bustos, 2021).
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Introduction

» Housekeeping includes maintenance and upkeep the cleaning and organization in
the hotel.

» An employee in the housekeeping sector is held accountable to make sure of
cleaning, maintenance, and organized room and cleaning areas in the hotel.

> It is his/her duty to make sure of guest’s being comfortable and protected during
stay at hotel from any bacteria and germ containing ailment.

> To make sure of cleanliness, aesthetic regulation, and maintenance of hotel areas,
housekeeping department is set.

» It is the vision of the department to make hotel a place like from away from hope
with the best customer services.

» The leader and manager of the housekeeping department is Executive
Housekeeping and it is under the supervision of Room Division ( Siaw and Siaw,
2019).
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                 Introduction  Housekeeping includes maintenance and upkeep the cleaning and organization in the hotel.  An employee in the housekeeping sector is held accountable to make sure of cleaning, maintenance, and organized room and cleaning areas in the hotel.  It is his/her duty to make sure of guest’s being comfortable and protected during stay at hotel from any bacteria and germ containing ailment.  To make sure of cleanliness, aesthetic regulation, and maintenance of hotel areas, housekeeping department is set.  It is the vision of the department to make hotel a place like from away from hope with the best customer services.  The leader and manager of the housekeeping department is Executive Housekeeping and it is under the supervision of Room Division ( Siaw and Siaw, 2019) .


