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Level 6 Hotel Placement – Weekly Journal Entry

	Week 1

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

	· From this week, I learned different things about daily cleaning procedures, guest room maintenance, and inventory management, which are essential to make sure that guests are satisfied and the operation is smooth. 
· The more that I understood these processes, the more factors there were that served to reinforce the need for cleanliness bars to be kept high and that enough supplies must always be readily available.
· I had to overcome one of the challenges of adjusting to the fast pace of the department. It took some time to get started because the turnover of guest rooms was frequent and quality standards strict. 
· However, I managed to catch up on time management as well as adapt to the workflow so I could work better on tasks.

· The other important aspect of my experience was guest interaction. On request, I helped out by delivering extra towels or toiletries so that guests’ needs were attended to promptly. This turned out to enhance their overall experience while at the same time pointing at how every single hospitality business should prioritize responsiveness.
· I worked on developing key work-based skills like time management, teamwork, and problem-solving during the week. Working with colleagues enabled me to know the importance of efficiency in keeping a service good.

	20th January 2025, 8am - 3pm
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	· I also uncovered an issue dealing with inventory management. The ready and functioning guest rooms often had frequent stock shortages that impacted readiness. So, the partition needs an updated tracking system. 
· This experience made me reflect critically on what sort of proactive resource management and interdepartmental communications enabled the provision of high-quality service.

	
	
	



	Week 2

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

	· As part of this week, I got hands-on experience on what hotel maintenance should be by fixing minor repairs such as plumbing and electrical maintenance. 
· Without the completion of these tasks, hotel facilities would be rendered inoperable for guests, and they would be prone to having complaints as well as disruptions. Its practical exposure highlighted the need for timely maintenance for the maintenance of service quality.
· My learning experience involved guest interaction. Promptly escalating the complaint for immediate resolution, I responded to a complaint regarding a non-functioning air conditioner. 
· From this experience, we learned that quick decision-making and the ability to communicate with guests helped them to be satisfied.
· Through these tasks, I grew my technical knowledge, problem-solving skills, and proactive service approach. I learned how to solve maintenance issues effectively and diagnose problems, thus speeding up my contribution to the team.
	 27th January 2025, 8am - 3pm
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· As a part of my work, I discovered an important problem: the maintenance logs were not being tracked properly, which caused a delay in solving recurring problems. 
· I suggested that a digital tracking system be implemented to grow reporting and shorten response times.
· Thinking back on this experience, I realised how important preventive maintenance is for the guest's overall experience as well as for the hotel's reputation. Not only does this ensure keeping the facilities well maintained for increasing operational excellence, but also to achieve high customer satisfaction.


	
	
	



	Week 3

	Experiences/Tasks/Challenges/Lessons
(Spa & Gym Reception Department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	· This week, I actively participated in helping the guests book spa and gym appointments, maintaining the fluid operations in the leisure club and improving the overall satisfaction of the guests. Organisational skills in managing these reservations were strong, as this scheduling directly correlated to the guest experience, and tardiness and/or errors could impact a great guest experience.
· I was in charge of booking appointments at the front desk as I received queries regarding spa and gym services from guests. It helped me improve my communication skills by answering phone calls and assisting the guests in choosing suitable time slots. 
· I did administrative jobs such as updating and keeping track of the preferences of clients. Managing multiple requests in a single operation helped bolster my multitasking skills and the advantage of efficiency in the guest service process.
	 3rd February 2025, 10:00 AM - 16:00 PM
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	· Tracking preferences of guests that visited the site is one of the key challenges I faced, especially in achieving a more personalised experience. The staff had to run on memory or what they had written in there, which ended up being very inefficient. 
· For this case, I proposed melding the property management system (PMS) with a complainant preference-keeping system. 
· By completing this, staff would be able to check guest history and preferences readily with a more personalised and frictionless service, maximising guest satisfaction and loyalty.
	
	
	



	The Week 4

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

	· This week, I was involved in event planning and execution and provided hands-on experience in organizing different events in the hotel. 
· I helped with all the audiovisuals preparation and checking, helped with guests' seating arrangement, and the responsibilities I had was set up the event area. 
· The tasks also kept in mind the importance of paying attention to details since relatively small mistakes can play a role in the guest experience.
· I also set up events, and besides that, I worked at the reception desk, answering phone calls regarding event reservations and guiding in the booking process.
·  I also supported administrative tasks like preparing event schedules, contacting the vendor, and updating the guest list.
· I acquired these responsibilities, and they helped me to be more organised and regionally responsible as the coordination of different departments needed to be seamless.
· One of our biggest challenges was the Coordination between the Sales and Events teams that caused us to do last-minute adjustments and tonnes of logistical issues. 
· I suggested implementing a digital event management system to improve efficiency by offering real-time updates and collaboration amongst teams. 
· This system would improve communication, reduce errors, and provide all departments with up-to-date information on what was transpiring for a more streamlined and satisfying event execution for the guests.
	10th February 2025, 12:00 PM - 18:00 PM
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	Week 5

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

	· I carefully observed this week the Guest Relation Supervisor to learn the steps of dealing with guest complaints. 
· From this, I learned that effective handling of difficult situations depends on professionalism, active listening, and empathy. The hotel can positively address guest concerns and thus increase guest loyalty.
· In addition to reviewing guest complaint management, I conducted my fair share at the reception, handling phone enquiries about reservations, complaints, and general information.
·  It allowed him to help ensure proper and timely replies to guests, which in turn will always contribute to a better overall experience for guests.
·  I also handled administrative jobs like updating guest feedback records and working with complaint preamble resolutions. In a sense, these tasks served to underscore the necessity of good, clear communication and quick solutions to problems in guest service operations.

· Another challenge I noticed was a lack of inter-departmental coordination, resulting in delays in addressing guest concerns. For example, communication between departments was slow, so when a guest called in explaining the need for maintenance or housekeeping, the resolution times were longer. 

· To handle this, I suggested that we have weekly interdepartmental meetings to improve communication and teamwork. With this initiative, all departments would be aligned into one group to expedite guest issues instead of taking a very long time before getting to the solution, thereby helping service efficiency and guest satisfaction.
	17th February 2025, 07:00 AM - 13:00 PM
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	Week 6

	Experiences/Tasks/Challenges/Lessons
(Feedback & Self-Reflection)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	· This week, I had a feedback session with my mentors to assess where I’m strong and where I lack strength. The session also conveyed key skills needed in delivering high-quality service through effective communication, problem-solving, and technical expertise.
· Through learning from experienced professionals, I learned how to apply these skills in real-world scenarios to maximise guest satisfaction 
· Apart from the feedback session, I also did reception work, where I took guest phone calls and assisted with last-minute requests for reservations. This increased my ability to manage interactions with guests professionally by making sure that I was responding promptly and working in cohesion with other members of the team. 
· I also did administrative duties like updating the staff training records and organizing guest service reports. The fact that these were the responsibilities that insisted on having accurate records to operate smoothly was reinforced.
· I learned through self-reflection and mentor feedback that the key competencies of leadership with crisis management, teamwork, and adaptability that were intelligence to succeed in the hospitality industry. Because of these skills, I recognise their importance, and I am constantly working on continuous professional development. 
· In the future, I will take targeted training programmes and have hands-on experience in learning service, leadership, and operational skills. Practising these abilities will improve my ability to participate effectively in guest service and hotel management.
	 24th February 2025, 11:00 AM - 17:00 PM
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