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

	

This week, I began in the Reception/Front Office. Some of the responsibilities that I had to perform entailed welcoming the guests, making responses to telephone calls and booking assignments I used to do. At first, it was also difficult for me to book some rooms and I got confused about their availability to a certain guest. At first, I became rather anxious about what might happen, however, as the week progressed, I was relieved to get a bit of extra practice so I grew more confident as time went on.







	(30th September – 6th October 2024)
	ID
	MEGAN

	
One of the delightful experiences is moments when a customer complaint regarding the booking is resolved and it feels good. I began to appreciate precision, and the ability to cross-check every aspect of the process.  








	
	
	



	Week 2

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

	
This week I was in Housekeeping, It was just the preparation of the rooms and general cleanliness of them. The activities were slightly more strenuous than I expected but I realised first hand the role played by the cleanliness of guests. One difficulty was how to clean rooms at a fast pace but still do it to the best of my ability.








	(7th October – 13th October 2024)
	ID
	MEGAN

	

A strength was having a fun team, who insisted and ensured I got faster in the week. This made me experience an achievement kind of feeling when my supervisor made positive remarks. It is time to pay more attention to the use of working in parallel for better performance in the future.








	
	
	













	Week 3

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

	
I learned a lot of things from the bar, how to pour beer correctly .I learned to make different types of coffee such as latte, cappuccino, Americano and many others. I learned how to clean the coffee machine, how to rinse the glasses and then arrange them all in the right place. I helped the barmen when he was busy, making coffee and serving beer to people.





	(14th October – 20th October 2024)

	ID
	MEGAN

	Also working as a waiter I learned how to set the table correctly for lunch and I also learned how to prepare the table for afternoon tea. How everything should look, it was explained to me why exactly everything is arranged in this way on the table. Then I was left to arrange the tables and I repeated why the cutlery and glasses are arranged this way and not in another way.







	
	
	






	Week 4

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

	
At Meetings and Events, I was involved in arranging conference spaces and coordinating events. I struggled with the fast pace of work since it was normal to have events that would start immediately after the other. However, at the end of the day, I liked the team approach, as well as the result of the perfectly worked-out event. One interesting experience was when a guest was proud of our setup, this encouraged me. Next week, I shall address the area of stress and efficient time management to successfully deal with strict schedules.









	(21st October – 27th October 2024)
	ID
	MEGAN

	






	
	
	






	Week 5

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

	Back in the Front Office, I was much more confident this time around. I was also in charge of responding to guests and performing check-ins independently most of the time. But there was one time it was very difficult with a guest who had several issues






	(28th October – 3rd November 2024)
	ID
	MEGAN

	Making the negative experience of the guest positive made me proud to have dealt with a difficult situation without causing problems for the guest. This week was useful for me as the main focus was on keeping one’s cool in stressful situations.






	
	
	






	Week 6

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

	
During my last week at Housekeeping, I was given more duties and I had to supervise a few trainees at work. I got the feeling that I was helping them and I saw the progress I had made from the first week. A contingency was that high levels of cleaning were maintained by everyone within the time allotted for the task. It was stressful but satisfying to do it on my own. I am glad it was like that. I feel that I have appropriately grown the leadership aspect and I intend to progress in teamwork, as well as time management.









	(4th November – 10th November 2024)
	ID
	MEGAN
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