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FINAL GRADE

72/100

Hotel Administration and Front Office Operations Portfolio
GRADEMARK REPORT

GENERAL COMMENTS

Instructor

Please see Rubric for a detailed breakdown of your
grade.
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Restructure sentence

restructure - sounds confusing

for yourselves
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Word choice error:
Sometimes choosing the correct word to express exactly what you have to say is very difficult
to do. Word choice errors can be the result of not paying attention to the word or trying too
hard to come up with a fancier word when a simple one is appropriate. A thesaurus can be a
handy tool when you're trying to find a word that's similar to, but more accurate than, the
one you're looking up. However, it can often introduce more problems if you use a word
thinking it has exactly the same meaning.
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Good

PAGE 7

restructure sentence

restructure sentence

WC
Word choice error:
Sometimes choosing the correct word to express exactly what you have to say is very difficult
to do. Word choice errors can be the result of not paying attention to the word or trying too
hard to come up with a fancier word when a simple one is appropriate. A thesaurus can be a
handy tool when you're trying to find a word that's similar to, but more accurate than, the
one you're looking up. However, it can often introduce more problems if you use a word
thinking it has exactly the same meaning.

Sp.
Spelling error

Good

PAGE 8

contact me directly

PAGE 9

KNOWLEDGE & UNDERSTANDING /60

GRADING FORM: HAFO PORTFOLIO

KATALIN LAKATOSNE TOMSICS

72



46

Available Marks 60 - Responses should be empathetic, realistic and
personal. Problems should be acknowledged, and necessary measures
addressed. Offer an official name and point-of-contact for further
references. Recognise staff where appropriate. Offer realistic solutions.
Make useful recommendations. Do not offer compensation in a public
response. Recognise the effect of the Covid19 pandemic and use
initiative when inviting guests back to Hotel Trinity

18

PROFESSIONAL PRACTICE /30

Marks available 30 - Letters must look professional, with a logo, contact
details, date etc. Font must be appropriate (Arial, 12) and look
professional. Make sure that your text is justified. All correspondence
should have accurate spelling & grammar. Pay attention to detail of
specific instructions provided for each element of the portfolio that can
be found in the task description.

RESEARCH & LITERATURE /10

Marks available 10 - You must reference your chosen reviews
accurately.

8

Mr. & Mrs. Jones letter: Empathetic, sincere and
professional. Compliment review: Remember to
advertise to potential guests as explored during
lectures. Complaint review: Good approach and
you made the guest comments seem valued and
appreciated. Letter to Mr. Cloake: Appropriate
response to the complaint.

Please use 1.5 line spacing. Please see notes on
sentence structure. You can attend various study
skills at UWTSD to assist, so please contact me if
you require any additional information. Be careful
of UK/US spelling differences.

References correct, however, be mindful of
spacing in reference list.




