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[bookmark: _Toc119426386]Introduction for the new team member
In aiming to enhance the facility of the 4* Hotel Trinity, new employees have been employed. As these employed personnel are new to the field, they require to achieve different skills to accomplish their responsibilities. Hence, In the training program, some skills will be focused such as teamwork, task management, communication skill, personal skill-quest services and so on. A facility leader must ensure their team the comfort, safety and effortless functionality in the environment by the peoples, process, places and technology. A training plan is discussed below.
[bookmark: _Toc119426387]A timetable of training activities for the 8 weeks
As the facility manager, a timetable of activities will be encouraged in the hotel to perform some important responsibilities and effective methods to deliver services. In the interactive training, the members of the team will be assigned to perform certain tasks.

	Skills
	Specific
	Measurable
	Attainable
	Relevant
	Time Table

	Team Work
	All the employees will be trained on the essential tasks of the housekeeping staff and they will be put into different groups to work with the team. With time they will be transferred to different groups to develop team playing skills in the newly employed housekeeping staff. 
	With the help of reviews from other colleagues and team managers, their progress in team working will be measured. 
	Putting the members in different teams and allowing them to work in different conditions can help in enhancing their team working capability. 
	It is relevant as without a team work a hotel cannot fulfil all types of requirements of a guest.
	8 weeks

	Task Management
	In aiming to enhance the service of the housekeeping staff it is essential to enable them to handle different task at the same time which can enhance the efficiency and also enhance their multiple tasking skill. Here, the newly appointed employees will be given different tasks and the employees will start practicing handling multiple tasks at a single time.  
	Task compilation and success ratio will help in measuring the success rate of the employees in the multiple task management skill. 
	The continuous increment in task allocation can help in enhancing the skill of task management of the employees. 
	Enhancing task management skills is essential as managing multiple tasks makes staff more competent to be a leader and serve the guests in a better way. 
	8 weeks

	Communication
	Coordination is the prime requirement for high-quality service and this can be enhanced through a greater communication process. Here, the employees will be trained on both verbal and non-verbal communications that are essential for communicating among the employees of the same designation as well as communicating with the higher management, Training will be given on the horizontal and vertical communication process. 
	Based on the review from the managers and the rating given by the customers their communication skills will be measured. 
	The continuous practice of writing and verbal communication can help the employees to cope with the required communication skills. 
	In aiming to develop greater guest relations and promote greater coordination among the co-employees it is essential to promote enhanced communication skills. 
	4 weeks

	Guest Service
	In guest service, the newly employed will be trained on how to behave with the guests and how to assist the guests so that they feel comfortable and experience a wonderful stay at the hotel. 
	From the review of the guests, the degree of satisfaction of the guest's quill is used to measure the performance of the employees. 
	With the guidance of the seniors, it will be easy for the newly employed staff to serve the guests. 
	The hotel industry is highly dependent on guest service as it has a direct relation with the customer satisfaction level. 
	4 weeks


Table 1: Training Timetable
(Source: self-developed)
[bookmark: _Toc119426388]A clear description of the training activities you will undertake to ensure the new team members are able to perform all tasks associated with their job role
The housekeeping staff are responsible for managing and cleaning the building or infrastructure and reporting safety hazards in securing the building. The staff is responsible for other tasks such as sweeping, dusting, cleaning doors and windows, mopping floors, emptying dustbins and cans, washing dishes and doing laundry. In the training program, teamwork is taught to the new members because this skill will create harmony among the employees in the organisation. Effective teamwork happens when different people work together to achieve a common goal, such could be professional or personal. In aiming to enhance the team working skills the employed housekeeping staff will be assigned to work with different groups. On the other hand, newly employed staff will be given different tasks and the employees will start practising handling multiple tasks at a single time. Nevertheless, communication is also an essential skill for greater coordination for which training will be given on the horizontal and vertical communication process. Nevertheless, in order to enhance the skill of guest service new employees will be trained on how to behave with the guests and how to assist the guests. All this training will be provided within 8 weeks. 
[bookmark: _Toc119426389]Safety training such as fire safety, COSHH, health and safety etc.
In order to be an effective housekeeping staff, some safety protocols must be adhered to maintain the place. Workplace safety requires an immensely well-trained safety hazard workforce. Workplace impairment can happen any time of the day, and being cautious of suspicious changes in the environment is one of the effective traits of good housekeeping staff. The life of the housekeeper is also at risk, with the help of the COSHH law, the workers can learn about the health hazard in the workforce and gain knowledge about how to keep safety control measures in the workplace. Through this law, the workers are educated and instructed during the training and planning for emergencies.



[bookmark: _Toc119426390]Branding and logo for Hotel Trinit
Table 2: Logo
(Source: self-developed)
[bookmark: _Toc119426391]Conclusion
It can be concluded that housekeeping jobs are one of the important tasks required in facility management which require skills like communication, multitasking, teamwork and serving guests positively. For effective teamwork good coordination among the employees is important. Another quality like multi-tasking is also an interesting trait of the staff maintaining several tasks at once such as cleaning, sweeping and dusting. Safety training is also an important factor in the facility industry as the workers are sometimes unaware of the safety hazards that can happen in the workplace. The COSHH law is an effective law that provides training and instructions to the workers about the safety measures that can happen in the workplace.
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