APPENDIX 1
[bookmark: _Hlk182606036]Level 6 Hotel Placement – Weekly Journal Entry
	Week 1

	Experiences/Tasks/Challenges/Lessons
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	In my first week in the Best Western Abbots Burton Hotel, most of my work involved being a room attendant. Some of the tasks I could perform included; cleaning the standard rooms, the executive rooms, and even the suites. I also became involved in the tidiness of some of the public places such as the lobby area and the corridors. Moreover, I learned the use of industrial washing machines and dryers including washing and drying procedures in the laundry room. The other task was inventory management where I would check and restock many accessories in the rooms such as beverages.
	30th September 10am-2pm, Tuesday 1st
	Alexandra Adriana
	Aiden Strong

	· Time Management: How time is managed is important because it has to meet the set deadlines to maintain the right turnover of rooms. 
· Teamwork and Communication: Good collaboration with co-workers is critical in organisational performance and timely delivery of tasks. 
· Attention to Detail: Staying focused guarantees customer satisfaction and, therefore, high hygiene levels.
	1st October 10am-2pm 

6th October 12pm-8pm
	Alexandra Adriana
	Aiden Strong



	Week 2

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	For the second week, I moved on to be a room attendant where I was assigned duty to clean rooms and common areas. I also done special assignments like cleaning guest rooms & making rooms ready for VIPS etc. Another responsibility was inventory control, that is I oversaw and occasionally replenished cleaning supplies inventory. I also had a chance to communicate with guests, performing such tasks as serving them and receiving complaints.
	October 8th - 13th
10:00 AM – 14:00 PM
	Alexandra Adriana
	Aiden Strong

	· Adaptability and Flexibility: Fitting into an unpredicted schedule and executing an array of newly assigned antics are crucial in an environment that requires lots of flexibility. 
· Guest Satisfaction: Guest satisfaction and going the extra mile is the way to get good feedback and revisited guests. 
· Physical Fitness: In respect of physical requirements, the job is strenuous and this calls for good health in the body and fitness in general.
	October 8th - 13th
10:00 AM – 14:00 PM

06:30AM – 14:30 PM
	Alexandra Adriana
	Aiden Strong





	Week 3

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	During the third week of the internship, I followed different departments of the hotel. To some extent, I was actively involved in making simple repair and maintenance operations together with the maintenance staff. I also shadowed at the front desk, gained knowledge on how to register guests in and out, how the reservation process works, and dealing with guests’ concerns. Furthermore, I also accompanied the housekeeping supervisor observing how staff was managed and how the department was organized.
	October 15th - 20th
10:00 AM - 14:00 PM
	Alexandra Adriana
	
Aiden Strong

	· Interdepartmental Collaboration: The idea of clarifying the working and reporting mechanisms of functions in an organization enhances smooth working and resolving of issues. 
· Guest Service Excellence: Hospitality management involves tact, time and a good attitude when handling customers and business associates. 
· Leadership Skills: Leadership entails the creation of drive and enthusiasm among the organization’s members in order to achieve organizational objectives.
	October 15th - 20th
10:00 AM - 14:00 PM
	Alexandra Adriana
	Aiden Strong




	Week 4

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	In my fourth week at work at Best Western Abbots Burton Hotel, my job remained as a room attendant, but I concentrated on organization and cleanliness. It was important for me to try to finish all the required work on the shift, do it with clean and diligently, and on time. Also, I escorted general room cleaning tasks and also some special tasks like preparing rooms for conferences and events. This involved making sure the rooms were thoroughly cleaned and equipped with all the essentials needed for the occasion and properly oriented to meet the need of the occasion. In my case, I was fortunate to be able to observe the housekeeping supervisor processing the schedule, employees, and control over employee productivity. This was beneficial because whatever I observed in the supervisor, I got hints on better leadership and organizational practices.
	October 21st - 27th
10:00 AM - 14:00 PM
	Alexandra Adriana
	Aiden Strong

	•  Efficiency and Productivity: Being able to organize one’s work and to categorize tasks according to their importance can help increase work and time effectiveness. To be able to note possible improvements in saving time and consequently increase output, I carried out an analysis of my daily activities. 
•  Quality Control: Thereby guest satisfaction depends on high standard of cleanliness and presentation. This made me understand that cleanliness involves checking on details, for instance making sure that bed clothes are well ironed and well arranged, towels are perfectly folded and the general room was clean of dust. 
•  Leadership and Supervision: Leadership most importantly include communication both verbal and non-verbal, assigning of responsibilities and conflict solving.
	October 21st - 27th
10:00 AM - 14:00 PM

8:00 AM-12:00 PM
	Alexandra Adriana
	Aiden Strong












	Week 5

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	During the fifth week, I moved to the front office department to learn some practical part of guest services. My duties included acknowledging guests and hosting them in and out of the hotel, confirming their bookings, billing them and providing them with room keys. I also took care of the questions and complains of the guests and served them as requested. Furthermore, I also accompanied the supervising of the room assignments and also helped to sort any difficulties that may occurred, including roommate switch, or late checkout.
	October 28th - November 3rd
7:00 AM - 15:00 PM
	Alexandra Adriana
	Aiden Strong

	· Guest Relations: Therefore, perhaps the experiences can be improved by establishing good relations with the guests and offering quality customer relations services. Therefore, I maintained friendly, attentive and proactive customer care approach to help foster positive guests’ relations. 
· Problem-Solving: A good problem-solving ability is needed to deal with guests' complaints and disputes and to resolve them as soon as possible. 
· Attention to Detail: Bookkeeping and organization are very important so that things run as they should. 
	October 28th - November 3rd
7:00 AM - 15:00 PM
	Alexandra Adriana
	Aiden Strong



	Week 6

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	The last week of my internship I got a chance to join the maintenance department where I learned some of the technical functions of the hotel. I helped maintenance staff in small repair works like repairing taps, replacing bulbs and clearing blocked drains. I also got to understand that there are procedures for preventive maintenance of equipment and the facilities. When I learned more about the concept of preventive maintenance, I thought to myself that it can save a lot of money by avoiding large scale breakdowns.
	November 4th - 10th
9:00 AM - 5:00 PM
	Alexandra Adriana
	Aiden Strong

	Technical Skills: It requires only basic technical abilities to accomplish basic maintenance work. Thus, the training in how to use simple tools and equipment helped me to have deeper insight into the maintenance process. 
Preventive Maintenance: Maintenance checking on the vehicles can help avoid major problems and also minimize loss of time. First of all, during my work at the hotel, I translated minor breakdowns and conducted regular checks of the premises, so I also helped take care of the general appearance of the hotel. 
Safety and Compliance: It is important for organisations and individuals to always follow safety requirements and guidelines that are set to ensure safety within the workplace. I discovered what precautions should be taken, working with PPE, and the correct behaviour when potential dangers are observed.
	November 4th - 10th
9:00 AM - 5:00 PM
	Alexandra Adriana
	Aiden Strong
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