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.
Syeda Rabna Begum (2131253), Module: BMIH6003, Lecturer: Giulia Chifari
	Week 1

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

	Food and Beverage Department

· Making sure breakfast buffet is full
· Tables cleaned up straight after the guest leaves
· Enough cutlery on the tables
· Breakfast clean up after 10
· 10am breakfast finished
· Change over the menus from breakfast to dinner menu
· hoover

	14/10/24
9-3pm


17/10/24
9-3pm

	S.R.BEGUM
	

	· mopped
· put wet floor signs when mopping
· polished cutlery
· set tables
· done a fire walk with Lynn
· done a floor walk with Lynn



	19/10/24
7am-3pm

	S.R.BEGUM
	



	Week 2

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

	Food and beverage department

· greet the guests and ask for the room number before the guest sits down for breakfast
· clean tables and reset it take care of attention to detail  
· polish cutlery to standard
· refill breakfast buffet
· clean up breakfast
· there was a spillage cleaned up straight away, put down wet floor signs 
· cleared up breakfast after 10am, worked as a team

	21/10/24
9-3pm


24/10/24
9-3pm
	S.R.BEGUM
	

	· hoovered 
· mopped
· filled up the plates making sure to check them if they are clean
· done a floor walk
· done a fire walk with James
· learned how to take payments on the bar tills for drinks and coffees from Starbucks
· It was match day took orders for drinks and served a few drinks
· Learned how to serve drinks and some names of the drinks



	26/10/24
7am-3pm
	S.R.BEGUM
	



	Week 3

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

	Food and Beverage and Reception

· Done the clear ups for breakfast 
· Hoovered 
· Mopped
· Served a few guests on the bar, was not exactly sure of how to the drinks so needed help from another member of staff
· Done a fire walk with Samia one of the students
· Helped guests with taking their luggage to the luggage room
· Helped a guest query with booking a taxi and helping him with where he was travelling to

	28/10/24
7am-3pm


30/10/24
7am-3pm
	S.R.BEGUM
	

	· Took orders on Starbucks
· Polished cutlery
· Set tables in the correct manner
· Emptied the bottle bin in the right one
· Done a fire walk by myself first time quite challenging to remember all 20 points
· Done a floor walk
· There was a tour group in, was very busy, needed to work fast and in a team
· Answered the phones




	02/11/24
7am-3pm
	S.R.BEGUM
	



	The Week 4

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

	Food and beverage and reception

· Shadowed Kathleen on reception 
· Kathleen asked me to do due outs I had to go and check if the guests had left as check out is 11am
· Kathleen showed me how to do checkouts
· Kathleen showed me how to do check ins
· Learned how to send a vat copy by email to the guest
· Hoovered 
· Mopped 


	4/11/24
9am-3pm


7/11/24
9am-3pm
	S.R.BEGUM
	

	· Polished cutlery 
· Set tables
· Polished glasses
· Filled the juices up and labelled them so the next person knew when to do redo it 
· Learned how to pull a pint






	9/11/24
8am-12pm
	S.R.BEGUM
	




	Week 5

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

	Food and beverage department

· Set the tables 
· Cleared the tables
· Polished cutlery 
· Done a fire walk
· Served coffee at Starbuck area
· Helped a lady down the lift who was in a wheelchair, had to understand the health and safety protocols


	11/11/24
9am-3pm


14/11/24
9am-3pm
	S.R.BEGUM
	

	
· Did a stock take of one of the sandwich deliveries, made sure it was correct
· Done a floor walk of collecting dishes 
· Took guest food orders, and serving it. 







	16/11/24
8am-12pm
	S.R.BEGUM
	




	Week 6

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