WEEK 1
Friday 10th  January – Thursday 16th January 2020(working days Saturday 18th of January and Sunday 19th of January -16 hours)

Department

Work undertaken:

-Answering Telephone Calls
-Placing a call on hold and transferring
-Checking guests in and out
-Entering car registration 
-Showing guests the premises
-Demonstrate Making a guest key through Opera and Manually

Self-Appraisal

This week I feel confident with what I learned ,I enjoyed working with different people and seeing how things are run in a different environment. According to my mentor everything went well and I am very pleased about that. I learnt that the  pressure of this type of environment keeps me alert and concentrated. In this way I can learn more about the job and what it involves in time.



Strengths 
  
  For my fist time in such an environment I adapted quite quickly, considering the amount of business that they have.The computer program felt a little difficult but I managed to get ahead of myself by the end of the day.I am happy that I could cope with all that a front desk jobs involves, but the knowledge comes in time so I have still a lot to learn.

Weaknesses

   I think that the most thing that I struggle most is to provide all the information that a customers needs when it comes to different requirements.There are a lot to learn and that needs time in the job.I think that by the end of my 3 weeks on this job I will have the knowledge for the job.

Lost opportunities

   I think that for my first 2 days I cannot say exactly what I have missed in terms of the job. Those that were there helped me more than I have hoped and I managed to get as much as I could from them.I think that by the end of my placement at the front desk I will be able to say exactly what else can be learned from the job.



Plans for next week:
-   Take payment from the customers
-   Learn more about the computer system
[bookmark: _GoBack]-   Dealing with customers queries myself ( whenever possible )




