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

	

Initial Observations and Learning the Basics
Shadowed front office staff, observing guest check-in/check-out processes. 







	30/09/2024 

0900 - 1730
	S Begum
	

	


Assisted in housekeeping by learning the standard cleaning protocols.



	01/10/2024

0900 - 1730
	S Begum
	



	Week 2

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

	


Gaining Confidence in Guest Interactions
Took on more active roles at Reception, greeting and checking guests in.
Assisted with room preparations in Housekeeping






	07/10/2024

0900 - 1730
	S Begum
	[image: ]

	


Managing multiple guest inquiries during peak hours.






	08/10/2024


0900 - 1730
	S Begum
	






	Week 3

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

	

Housekeeping Operations
Participated in room inspections with the housekeeping supervisor.







	0900 – 1730

14/10/2024

	S Begum
	

	



Supported maintenance staff by coordinating requests from guests





	0900 – 1730

15/10/2024

	S Begum
	






	The Week 4

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

	
Reflection on Guest Services Across Departments
Rotated between Reception, Housekeeping








	0900 – 1730

21/10/2024

	S Begum
	

	
Taking order for customers for food and drinks 
Serving food to the table 
And cleaning the tables




	0900 – 1730

22/10/2024

	S Begum
	






	Week 5

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

	

Cleaning the bar area 
Stocking up the fridge






	0900 – 1730

28/10/2024

	S Begum
	[image: ]

	

Serving drinks to customers 
Taking orders



	0900 – 1730

29/10/2024

	S Begum
	[image: ]






[bookmark: _GoBack]

	Week 6

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

	


Doing room service 
Cleaning the kitchen
Serving food to customers





	0900 – 1730


04/11/2024

	S Begum [image: ]
	

	
Cleaning the stock room 
Putting everything out from the boxes to the shelves.

	0900 – 1730

05/11/2024

	S Begum
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