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[bookmark: _Toc117456052]Introduction
Hello,
We are thrilled to share the news that we will be increasing the size of our team, and we believe that now would be an excellent opportunity for you to begin your adventure with us. We hope that you will have the opportunity to acquire the knowledge and skills necessary to realise your full intellectual and professional potential.
Our supervisors have a wealth of experience in a variety of housekeeping responsibilities and hold degrees from illustrious educational institutions located across the country. It is hoped that each of you will be able to pick up as much information as you can from your fellow workers, who will offer you the necessary guidance and training. You will all participate in a rigorous eight-week learning programme designed to enhance your performance.
A specialised manager will be assigned to watch over you, and they will walk you through each of your responsibilities as they come up. As a member of the Housekeeping Department, you will be responsible for a number of responsibilities, some of which will be related to management, while others will focus on maintenance, hygiene, or inspections. 
It is with great pleasure that we have you join us. We are convinced that once you become familiar with the positive aspects and entertaining aspects of our respective companies, you will understand and share our enthusiasm for the opportunity to work together.
If you  have any questions, please get in touch with me via email  mahirmollik@trinityhotel.com 
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	Training and development goal
	Competencies/ skills to be acquired
	Employee action steps
	Time Frame

	[bookmark: _Hlk117454548]Week 1
	Preserve the Hotel Trinity immaculately maintained.
	Organizational abilities
	· Make sure that everything within the hotel, both fragile and non-fragile, is safe.
· Wear the appropriate clothing, and dress appropriately.
· Be present at the front desk to help visitors during verification and check-out.
	Every day prior to the day shift from 7.00 am to 8.00 am.

	Week 2
	It has been demonstrated that team-based management improves employee retention.
	Honesty and collaboration
	· Functioning in teams.
· To complete the numerous jobs swiftly, send teams to the visitors' rooms.
· Be present in pairs on each hotel floor.
	Every day while in the day shift from 11.00 am to 01.00 pm

	Week 3
	Staff workers receive support and training while working.
	Forward planning and rapid development
	· Attempt to gain knowledge from your daily work.
· Avoid making the same error again.
· Study others to better one's own work
	Duty time

	Week 4
	Assuring that rooms are organized and clean
	Propensity toward sanitation and hygiene
	· Vacuum, wipe, and sweep each floor.
· Keep all restrooms clean and stocked at least three times each day.
· Thoroughly wash all door frames, glass, carpeting, and building exits.
	Every day followed by day shift from 3.00 pm to 04.00 pm

	Week 5
	Implement the highest level of safety precautions.
	Measures for safety and security
	· Study the brochure's fire safety recommendations.
· Be aware of every indication on the COSHH list.
· Install hand washing stations for visitors on all floors of the structure.
	Every day at evening shift from 5.00 pm to 06.00 pm

	Week 6
	Maintaining the appropriate work regulation
	Work ethic
	· Go to the location where you have been instructed to go.
· Do not leave the building while on duty.
· Avoid chatting up visitors or coworkers. 
	Every day at evening shift from 6.00 pm to 07.00 pm

	Week 7
	Coordinating everyday activities and completing them on schedule
	The capacity for organization and ability to work under pressure
	· Make a list of your daily responsibilities so you have a reminder.
· Pay attention to the roasting schedules.
· Wear the watch that was provided by the authority to stroll at the correct time. 
	Every day at evening shift from 7.00 pm to 08.00 pm

	Week 8
	Observing the check-in and check-out timetable for guests
	The capacity for organization and planning skills
	· Keep track of who is checking in and who is checking out of the guests.
· Avoid being late to provide them access to the credentials and any documents held in the lobby.
· Be punctual while guests are checking in and exiting.
	Every day at day shift from 8.00 am to 9.00 am



You will discover in week one how to preserve adequate professionalism to maintain Hotel Trinity in immaculate condition. Your organizational abilities will come in in in this situation. All hotel furnishings, both delicate and non-fragile, shall be kept safe to the best of your ability. You will dress appropriately and maintain a respectable uniform. For assistance with the visitors at check-in and check-out, you must be in the lobby. In week one, you must do all of these duties between the hours of 7 and 8 am every day.
You will explore how to engage in team-based supervision in week two, which has been demonstrated to boost workforce development and satisfaction. To complete the numerous chores swiftly, you will go to the customers' rooms in teams and be present in pairs on every level of the hotel. The chart above contains your timetable. You will receive on-the-job instruction in week three, so you must be a good learner. You'll make an effort to benefit from your daily chores. Assure you don't commit the same error again. Study others to help you with your own work.
You will understand how to maintain the hygiene and organization of rooms in week four. You will routinely sweep, clean, and vacuum all floors. All restrooms must be kept hygienic, stocked at least three times daily, and all exterior exits, glass, door borders, and carpets must be cleaned. You will understand how to establish the finest safety precautions in week five. You must read the brochure's fire safety instructions. You should be familiar with every sign on the COSHH (Control of Substances Hazardous to Health) list and provide hand washing stations for visitors on every floor of the structure.
You will explore how to ensure the right professionalism in week six. You need to be where you've been directed to go. During your shift, you are not allowed to leave the building or engage in gossip with co-workers. The above duties will be routine in the next two weeks. 
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