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Component One: Learning Log
Introduction 
Different key skills are essential to work in a team in a reputed hotel. The following report will showcase the skills I gained to get a chance to work as an apprentice in the Premium Inn Wembley. Gibbs’ reflective cycle will be incorporated using its six consecutive stages including description, feelings, evaluation, analysis, conclusion and action plan (Williams et al., 2020). 
Discussion 
Description 
I was blessed to work in the housekeeping team at the Premier Inn Wembley which is situated in the UK. Working in this reputed lodging organisation and gaining knowledge from my studies related to the business operation of hotel facilities, I realised the significance of different abilities for professional development. My communication skills were not enriched initially and it became problematic for me in my workplace. Lack of transparency and effectiveness led me confusionary state sometimes (Wrike, 2023). On the other side, my time management ability was average and sometimes I failed to meet the deadline. However, my teamwork abilities have benefitted me in my workplace, particularly being a member of a housekeeping team.
Feelings
There were negative and positive memories regarding my experience in the Inn. The combined feelings have impelled me to improve my abilities and potential to ensure my effectiveness in the workplace. Ineffective communication enables me to express my feelings and thoughts properly. I felt very confused and unsatisfied, and continuously I observed my communication ability to uplift this capacity. Time management was not as bad as my communication skills, still felt disappointed when I missed deadlines. However, my collaborative and cooperative nature has helped me to work in the housekeeping team and provide services to the customers properly (Cottrell, 2019). 
Evaluation 
All my positive and distressing experiences in my time working in the Premium Inn have been both sides including positive and negative. Those disappointing and unsatisfying feelings have helped me to improve my communication skills and potential. I gained practical knowledge regarding different types of communication skills including verbal and nonverbal and their importance in the workplace (Cottrell, 2019). Additionally, the awkward situation of not being able to meet the deadline impelled me to work on my time management ability in order to be disciplined at the workplace. The team working potential has encouraged me to remain collaborative and help others when it's required which helps me to make a healthy relation with co-workers(Mullins, 2013).
Analysis
The mentioned skills including communication and time management were not sound due to some reasons. Communication skills are the set of various capacities related to language(Cottrell, 2019). Although my non-verbal communication was good, the inability of proper punctuation was not adequate which may be the main reason for the transparency in my communication. Time management also demands goal setting, prioritising and delegation. I was not sure about my long-term goal regarding my career and the absence of clarity in my objectives often acted as barriers in my prioritisation of work.on the contrary, my upbringing was healthy enough being brought up in a collaborative family culture was the prime reason behind my teamwork potentiality. However, all these skills are required to enrich to get better outcomes in future.
Conclusion 
I learned the importance of these skills, on both sides of the skills. The potentiality regarding the abilities can open the door to many opportunities and lead to a successful career ahead. The lack of skills has created poor and depressed situations in the workplace. However, being unable in some situations due to the lack of skills is not as disappointing as I felt. Considering them the part of learning and devising ways instead of feeling stuck is the way to enrich the career path(Jones, 2010). 
Action
Strategy 1
Increase awareness about the skills 
The best way to enrich the skills is to increase awareness about the skills required in the workplace. There are numerous skills including problem-solving, adaptability, decision making required to work in a reputed hotel. Therefore, having knowledge regarding skills and the environment in the hotel will be beneficial(Mullins, 2013).
Strategy 2
Clarify Objectives 
The more clarity in the objectives and aim, the more focus and concentration will be on the work. Therefore, making a clear and realistic goal is a prerequisite to remaining determined while boosting time management ability (Wrike, 2023).
Strategy 3
Effective use of technology 
As technology has opened various opportunities in front of us, various digital methods including taking the assistance of a coach digitally are the way to enhance essential skills including Communication ability (Jones, 2010).
Conclusion 
This reflection report has enabled me to discover the reasons for my poor skills and the impact of my skills at the workplace. Improving my skills according to the action plan is expected to boost my abilities, especially communication, and time management.
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Component Two: Housekeeping cleaning checklist

	Identified Issues
	Cause of its happening
	Steps to be taken

	Stained bedsheets and crumbled curtains
	Negligence in the genre of housekeeping leads to the areas of problems such as these. Stained bedsheets create unnecessary discomfort among the guests that reflects upon the carelessness of the department of housekeeping (Leiter and Bakker, 2010). It is the basic duty of the housekeeping in a hotel to continually follow up with the services of laundry post every guest visit (Raghubalan and Raghubalan, 2016). 
	The moment of redressal of this kind of discomfort was reported to me. As a line manager, I will immediately summon the staff of housekeeping and change them. Moreover, I shall supervise on taking the responsibility of prepping my staff for better laundry services. Moreover, I will add to the compensatory benefits for the guests for this troubled service.

	Dirty sanitary areas
	Dirty sanitation facilities are a direct threat to the guest who visits Premier Inn, Wembley Hotel for getting services from an abode away from home. Toilets that have been found unclean with spots on the bathroom floor are a massive concern for the services of the hotel staff showcasing ignorance towards hygiene and cleanliness (Casado, 2012).
	For such an instance, I shall have to act proactively on the impromptu cleaning of the toilets as addressed by the guests. Health and hygiene are a primordial factor of the hospitality business (Johnston et al., 2012). An instant follow-up will be taken by me to introspect if a similar kind of situation exists in other guest rooms. I will ensure an immediate meeting with the staff on duty for this cleaning job role and try to encourage a tracking process to avoid circumstances such as these.

	Stained glass windows
	While performing the process of cleaning and housekeeping in the hotel, many glass windows were found unkempt and stained. Complaints have been forged by the guests while they were onboarded in the rooms. This portrays the avoidance of the staff towards providing effective services of cleanliness to the guests. 
	Simultaneous reaction to the complaint lodged by the guests demanding an immediate response of room service. I acted upon the situation with a sheer apology to the guest while providing immediate cleaning service by the housekeeping staff with the usage of glass cleaners to make the windows perfectly shiny and unstained (Ferdinand and Kitchin, 2017). 



	Based on your completed checklist you will need to write 500 words in essay format discussing the following: 
The moment of redressal of this kind of discomfort was reported to me. As a line manager, I will immediately summon the staff of housekeeping and change them. Moreover, I shall supervise on taking the responsibility of prepping my staff for better laundry services Moreover, I will add to the compensatory benefits for the guests for this troubled service. Prevention of these issues of housekeeping can be incorporated by me with proper monitoring and vigilance of the staff at a proactive level. Ensuring cleanliness with the proper viability towards inclusive investigation will be developed by me to curb unforeseen situations that are a threat to the brand reputation of my hospitality business (Quick, 2020). Acts of preventing these drastic situations inside the Premier Inn, Wembley Hotel include proper understanding of the staff towards hygiene and its importance in room service. Further, in order to apprehend the situational urgency I will track the progress of each staff on duty while providing the services of room cleanliness and hygiene. For such an instance, I shall have to act proactively on the impromptu cleaning of the toilets as addressed by the guests. Health and hygiene are a primordial factor of the hospitality business (Johnston et al., 2012). An instant follow-up will be taken by me to introspect if a similar kind of situation exists in other guest rooms. I will ensure an immediate meeting with the staff on duty for this cleaning job role and try to encourage a tracking process to avoid circumstances such as these. Conduction of a meeting with the staff of the housekeeping department would be initiated by me. I would try to understand the perspectives of the explanation posed by the staff regarding the growing concern and would try to suffice with the resources provided by the hotel for housekeeping and cleanliness. An increase of the motives to proper understanding and awareness among staff is to be created by me by active engagement of staff. Moreover, in order to create awareness among the housekeeping staff of Premier Inn, Wembley Hotel I must initiate strategies for effective training. Future improvements can be procreated with the proper sessions of training among the staff. I must encourage my staff to use less quantities of harmful chemicals and hard water as they can corrode the quality of the hardware (Fallon & Rutherford, 2010).  This will help me in increasing the source of effectiveness in the services of guests through the housekeeping services of the rooms in the hotel. Effective measures towards inculcating proper concerns towards health and hygiene would be encouraged by me through proper sessions of training and development of the housekeeping department (Vallen & Vallen, 2012).
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