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	Week 1

	Experiences/Tasks/Challenges/Lessons

	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Housekeeping Department 
In the first week of my placement, I worked in the housekeeping department. The management assigned me the following tasks: 
· Room preparation and cleaning: The main task in the department was to clean all rooms thoroughly so that they were well-prepared for the guests. Cleaning the room may seem easier but it is not. I had to go through the hotel’s cleaning procedures to maintain its service standards. I used to dusting, vacuuming, and sanitise the living area and bathroom. After cleaning task, I needed to restock the amenities. Sometimes guests requested extra amenities for their needs. I had to respond to their requests immediately. Amenities such as towels, toiletries, and fresh linens are provided by the hotel. While preparing the room, I had to ensure that the hotel rooms met hygiene protocols. I checked all items individually and ticked on the lists. This way I completed my cleaning and room preparation tasks. 
Challenges
While working in the department, I encountered some challenges which affected my ability to function in the job role properly. These challenges are identified and explained below:
· During the peak time, it was very challenging for me to coordinate with other departments and prepare the room within time. I needed to communicate with the front desk continuously to ensure that guests could get the room prepared as soon as they checked in.
· During peak hours, the workload gets increases. To prepare rooms in a fast-paced work environment becomes challenging. 
· Some international tourists used their language to communicate with me. They had little understanding of English language. As a result, language barrier made it difficult for me to understand their requirements and I could not serve them accordingly. 

Lessons
The experience at the department in the first week of the placement has helped me learn the following lessons:
· I learned that clear communication is the key to success in the housekeeping department because I had to communicate with my teammates continuously and the supervisor instructed us to do the tasks based on the guest requirements. 
· I learned the importance of time management skills in the hospitality industry, particularly in the housekeeping department. I had to prepare the rooms within a specific time because there were little gaps between the checkout and check-in during the peak hours. 
· Attention to detail skills are necessary to perform cleaning and room preparation tasks. The staff must ensure that all the cleaning requirements and hygiene protocols are met. 
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(Date/Time)
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	Hotel Mentor Signature

	
Housekeeping Department
In the second week of my placement, I continued to work in the housekeeping department. But this time I had more tasks to do. The supervisor increased my workload in many ways as I had already been exposed to the work nature of the department. I accomplished the following tasks in the week: 
· I continued to work in the cleaning and room preparation activities. I had to clean rooms and living areas as well as restock the amenities based on the guest’s requirements. 
· This time I cleaned the public area and corridors. I used to swipe and mop the floors so that there were no dust or dirt. 
· I interacted with the guests upon their arrival. I greeted them when they received their rooms and asked them whether they needed any assistance in their room services. 

Challenges
I faced the following challenges during my placement:
· While I was swiping and mopping the public area, I had to ensure that there were no injuries from the slip. It was a challenging task for me to make all guests aware of the wet floor. 
· I faced language barrier while interacting with the guests. I could hardly understand the guest’s demands. 
Lessons 
I learned the following aspects:
· I learned that we should be responsible in our jobs. If there is any accident due to our ignorance, we should admit the fault and correct it. During the cleaning task, I enhanced my attention to detail skills as well as ensured safety of the people my minimising the risk of slips from the wet floor. 
· Multilingual ability can provide a competitive advantage in the hospitality industry because employees can interact with the guests and provide superior guest services when they can understand the guests’ requirements and demands. 
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Maintenance 
In the third week of my placement, I worked in the maintenance department. The management assigned me of the following tasks:
· I had to perform a routine inspection in all areas of the hotel. From the room to the kitchen, I had to ensure that all equipment and machines were functioning properly. I had to check operational and safety issues in the hotel. If I found any anomalies or problems, I documented it and informed the supervisory team. 
· I had to coordinate with the support team if there were any issues within the hotel. As soon as guests raised complaints about the operational and safety aspects, I had to coordinate with the IT team and external repair team for quick response to the guest complaints. 
Challenges
To perform my role in the maintenance department, I faced the following challenges:
· It was a challenging task to keep a balance between the routine tasks and urgent tasks. I had to perform my routine tasks and urgent tasks at the same time but there were limited resources. 
· During peak hours, technical issues such as malfunctioning air-conditioning and lighting are noticed. To address these issues without any delays becomes a challenging task for the maintenance team.
Lessons 
I learned the following lessons working in the department:
· To work efficiently in the maintenance team, one must have proper technical knowledge. Initially, I had little understanding of technical aspects. My supervisor guided me to understand the technical aspects such as operational and safety standards. 
· Tasks prioritisation capability is needed in the maintenance department. Because there might be several tasks to do but the maintenance team should initiate the task with the most urgent one. 
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	Hotel Mentor Signature

	Leisure Club 
In this week, I was assigned in the leisure club. I had to perform the following tasks:
· I had to welcome guests and assist them to learn about the available recreational facilities in the hotel. 
· I used to coordinate the fitness sessions and meet the requirements of different guests. 
· I regularly checked the functionality and safety aspects of the equipment used in the leisure club. 
· I offered personalised services by recognising individual needs and responding to the guests’ queries immediately. 
Challenges
To work in the leisure club, I faced many challenges as I had little understanding about the leisure club activities. The challenges I faced are explained below:
· The guests have diverse needs and expectations. Meeting their needs and expectations is challenging for the employees at the leisure club. 
· During peak hours, any technical issues can disrupt the entire operation of the hotel affecting guest satisfaction. To keep the guests satisfied with the leisure activities is challenging in the high-demand situation.
Lessons 
The opportunity to work in the leisure club has provided me the following lessons:
· We need to adapt in our communication approaches while interacting with people from diverse backgrounds. In the leisure club, I had to interact to with international guests. 
· Teamwork is crucial during the high-pressure situation and the number of guests is high in the hotel. The supervisor should delegate the roles and responsibilities properly so that all the tasks are accomplished and the guest's satisfaction is achieved. 
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Meeting and Event 
In this week, I was assigned to work in the meeting and event department of the hotel. During my placement, I performed the following tasks:
· The hotel organises corporate events and meetings. My responsibilities were to set up event spaces, implement seating arrangements, set up audiovisual equipment, and decorate the meeting rooms. 
· I participated in the pre-event briefing. In that briefing, the meeting and event team allocates tasks and responsibilities to each teammate. My task was to coordinate with other departments such as catering and IT department for meeting the event requirements. 
Challenges
I encountered the following challenges in the department: 
· It was a challenging task to coordinate with various departments and accomplish my tasks. I had to establish clear communication with them by maintaining communication protocols. 
· Meeting deadlines was a challenging task. The event team had to organise the event according to the plan within a short period. 
Lessons
I learned the following lessons:
· It is important to make a detailed plan to organise an event. 
· Effective communication is necessary to accomplish the tasks within the team. 
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	Shift
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	Student Signature
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	Meeting and Event Department 
I continued to work in the meeting and event department in the sixth week. In this week, there was a tight schedule for events and meetings in the hotel. Our team had to organise several corporate meetings and events. I was assigned to deal with the catering team and serve the guests who attended the meeting. I also participated in the layout and seating arrangement activities. 
Challenge
It was a challenging task for me to meet the dietary requirements of the guests. There were guests from different cultural backgrounds and they had diverse preferences for food and beverage. I had to meet their requirements. 
Lessons
I learned that working in diverse cultural settings can be a great opportunity to advance the career. Now I am able to work in a diverse team. 
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