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FINAL GRADE

53/100
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GRADEMARK REPORT

GENERAL COMMENTS

Instructor

Please see Rubric for a detailed breakdown of your
grade.
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Comment 1

No hotel address or logo
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Comment 2

Don't let the guest know this
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Comment 6

they not she

Comment 7

I look
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Comment 8

The username is Simon

Restructure sentence
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Comment 9

too generic
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Comment 10

This review was in 2015

Space

Comment 11

offer repeated

Comment 12

Sign off with name and position and don't use capital letters.
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Comment 13

Try to summarise this in shorter paragraph.
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Comment 14

solve

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.

Signature/name at the end
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Awk.
Awkward:
The expression or construction is cumbersome or difficult to read. Consider rewriting.
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KNOWLEDGE & UNDERSTANDING /60

GRADING FORM: HAFO PORTFOLIO

KAIYUM AHMED KHAN 53



27

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

20

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.

Letter to Mr. & Mrs. Jones: Don't make the guest
feel that they are helping our business. You want
to make them feel special - especially as they have
been loyal guests since 1972. There was no
mention of this or their golden wedding
anniversary booking. Response to negative review:
Very generic. None of the issues were addressed.
Please see highlighted notes within the
assignment. Response to positive review: Too
many similar sentences. No acknowledgement of
Alan or Jill. Response to a complaint letter: Good to
acknowledge Ben, as he was a contribution to the
positive elements. Again, very generic and no
specific issues addressed.

No hotel address. No recipient address in
complaint response. Not presented in 1.5 line
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RESEARCH & LITERATURE /10

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

spacing. Paragraphs need spacing. Check different
spellings for UK/US.

Please refer to the Harvard referencing guide for
help with referencing (this can be found on Moodle
under module information).


