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
Front Desk Office
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Learned front desk operations, including guest check-in and check-out, welcoming guests, and collecting necessary identification.
	30/09/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Assisted with guest services by handling luggage requests, coordinating with housekeeping, and providing local dining recommendations in Cardiff.
	01/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Managed reservation inquiries, helped resolve overbooking issues, and processed cancellations in the hotel reservation system.
	02/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Processed billing transactions, handled refunds and disputes, and presented final bills at guest check-out.
	03/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	






	Week 2

	Experiences/Tasks/Challenges/Lessons
Front Desk Office
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Assisted with guest check-in and check-out processes, including verifying guest reservations and issuing key cards.
	07/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Provided guest services and inquiries, such as managing luggage storage, coordinating with housekeeping for room readiness, and offering dining recommendations.
	08/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Managed reservation system tasks, ensuring booking details were accurate and assisting with guest reservation changes or cancellations.
	09/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Processed billing and financial transactions, including handling refunds and billing disputes, and presenting final guest bills at check-out.
	10/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	








	Week 3

	Experiences/Tasks/Challenges/Lessons
Food & Beverage Operations
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Participated in menu planning, focusing on aligning dishes with guest preferences, seasonality, and brand standards. Ensured availability of vegan, gluten-free, and other dietary options.
	14/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Assisted with supply chain management, including checking inventory levels and communicating with suppliers to source quality ingredients at reasonable prices.
	15/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Worked on portion control and strategies to reduce food waste, including repurposing surplus ingredients where possible.
	16/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Trained in food safety and sanitation protocols, performing routine checks in the kitchen and dining area to maintain cleanliness and safety standards.
	17/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	






	Week 4

	Experiences/Tasks/Challenges/Lessons
Food & Beverage Operations
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Gained experience in guest satisfaction tasks, such as monitoring service standards, gathering guest feedback, and ensuring food presentation met quality expectations.
	21/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Observed budgeting and financial management, including developing budgets for food costs and tracking sales trends to set profitable pricing.
	22/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Assisted with conference and banqueting event planning by customising menus and managing logistics, staffing, and equipment for smooth event operations.
	23/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Practiced digital service tasks, including using POS systems, tracking orders, and analysing customer preferences for better service personalisation.
	24/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	







	Week 5

	Experiences/Tasks/Challenges/Lessons
Guest Services Operations
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Managed guest services tasks, including answering calls, processing payments, and coordinating guest arrivals for a smooth check-in experience.
	28/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Worked on reservation management by handling bookings, assigning rooms based on preferences, and managing special guest requests.
	29/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Assisted with cross-selling and upselling activities, promoting room upgrades and packages to enhance guest experience and hotel revenue.
	30/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Supported guests with local dining recommendations, entertainment options, and arranged bookings for special activities and events.
	31/10/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	








	Week 6

	Experiences/Tasks/Challenges/Lessons
Guest Services Operations
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Focused on guest check-in and check-out processes, greeting guests, confirming reservation details, and minimising wait times for efficiency.
	04/11/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Coordinated room maintenance tasks, including addressing guest requests for extra amenities and managing maintenance needs promptly.
	05/11/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Participated in safety and security training, including emergency procedures, fire safety, and access control for guest rooms.
	06/11/2024, 10:00 AM - 2:00 PM
	Nuri Begum
	

	Engaged in interdepartmental communication, coordinating with housekeeping and maintenance to fulfil guest requests and maintain smooth operations.
	07/11/2024, 10:00 AM - 2:00 PM
	Nuri Begum
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