APPENDIX 1
Level 6 Hotel Placement – Weekly Journal Entry
Task: Maintain a weekly journal documenting your experiences, tasks performed, challenges faced, and lessons learned. Bullet points format is welcome. You must submit this document to the designated Turnitin link by [Friday, 15th November 2024] at 23:59pm.

	Week 1

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

	
· Reception- observed the receptionist and introduced to the basics of the system and hotel guideline. 
· Learning to understand the hotel check in system.







	30/09/24 
2:30-10:30
	
	

	

· Food & Beverage- helping in the bar when it was busy, serving drinks. 
· Understanding and learning the drink measurements and different glasses need for each drink 







	01/10/24
2.30-10.30
	
	



	Week 2

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

	
· Reception- Taught more parts of the check in system and I was able to check in a guest whilst being shadowed by on duty receptionist 








	07/10/24
9:00-5:30
	
	

	
· Reception - Allowed to independently check in guests at peak times, having receptionist close by in case any clarification or help was needed









	09/10/24
2:30-10:30
	
	






	Week 3

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

	
· Food & Beverage – checking guests room numbers to ensure breakfast has been paid, making sure the buffet is topped up, cleaning tables after guests have ate, hoovering and mopping after the end of breakfast time once all guests have left. 
· Washing the dishes in the kitchen 
· Floor walk to clear the corridors 








	14/10/24
7:00-3:30
	
	

	
· Food & Beverage – group breakfast booking, ensuring each guest gives their room numbers before going for breakfast, ensuring there is enough plates & bowls for the guest, answering any queries or questions they have about breakfast, having knowledge of any allergies they may have so we are able to notify kitchen to make them alternate breakfast. 
· Floor walk to clean all the corridors 








	16/10/24
7:00-3:30
	
	






	The Week 4

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

	
· HR- looking through the employee recruitment process and what they look for when employing new staff, learning the importance of meeting guest service standards  








	21/10/24
9:00-5:30
	
	

	
· Reception - Setting up a space for meetings, group activity booking allowing them to have the space they needed without disruption, setting up the table and chair in the meeting area. 








	
23/10/24
9:00-5:30
	
	






	Week 5

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

	
· Reception- completing group booking pre-cutting key card, allocating rooms and checking guests in, informing about breakfast, bar & reception times.
·  Keeping luggage’s in the luggage room. 
· Fire drill, evacuating the building to get an understanding of where the evacuation points are and what needs to be done during a real fire
· Managing reception independently covering staffs break times 








	28/10/24
9:00-5:30
	
	

	
· Housekeeping- changing beds, cleaning round the room, refilling teas, sugar & milk ensuring everything is in order for the guests to come for the night 








	30/11/24
9:00-5:30
	
	






	Week 6

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

	

· Food & Beverage- breakfast shift, taking room number, cleaning after guests, hoovering mopping, washing the dishes in the kitchen
· Taking payments for drinks at the bar, serving drinks and snacks
· Fire walk
· Floor walk







	04/06/2024
7:00-3:30

	
	

	
· Food & Beverage – quiet breakfast morning so taking orders for breakfast instead of buffet style, putting orders into kitchen and then serving the breakfast, cleaning after guest, hoover and mopping. 
· Fire walk to ensure and the points are clear in case of fire.  
· Floor walk to clean all the corridors 






	06/11/24
7:00-3:30
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