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

	
On my first day they showed me the hotel, type of rooms, they also told me how many rooms they have (151), on three floors, on the ground floor is the reception, restaurant, kitchen and the storage room for luggage, on the first floor they are having the staff room, housekeeping office, storage for drinks and snacks. The hotel is based on the city centre of Northampton, near train station, probably that’s why is almost always fully booked.  The hotel is having a parking which is payable. 
On my first day they also show me where are the storage rooms for linen (every floor they are having rooms where you can find, towels, bedding stuff, toiletries thig, washing machine and tumble dryers. 
I also see where they are keeping the snacks, drinks and other things. 
I must say that people are nice, and I am sure that I am going to have a great experience in here. 







	Thursday: 10:00-14:00.
Friday: 10:00-14:00.
Sunday: 7:00-15:00.
	Monica Grigoruta
	Joanna Lukasik

	









	
	
	



	Week 2

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

	This week I’ve done mostly the same thing every day, I start the day in the kitchen helping with things that are after breakfast, putting everything away, cleaning the dishes, mugs and glasses. Once everything is at their place, we set up the tables for dinner, preparing the tables and cutlery.
 Usually after I finished helping at the food and beverage department, I was joining the reception team, they showed me how to do the keys for the arrivals, I also saw the process for the check out, now I can do it by myself. They also let me do the keys and deal with the guests that needs to leave their luggage’s for a couple of hours.
Something else that I liked it was doing the evening shift, at the begging I observe how they were doing the check in but after they also let me do it for a couple of guests, always was someone in there, checking and observing me. They also told me what situation might occur sometimes and how I should deal with them. Evening and night shifts can be difficult sometimes. 







	Monday: 10:00-14:00.
Wednesday: 10:00-14:00.
Thursday: 10:00-14:00.
Friday: 10:00-14:00.
Saturday: 15:00-23:00.
	Monica Grigoruta
	Joanna Lukasik

	









	
	
	






	Week 3

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

	On this week I’ve done the same thing as the last week, starting at the food and beverage department and finishing at the reception. 
Something new that I learn this week it was how they are doing the balancing for the day, how they are checking the new reservation from booking.com or Expedia.
I also helped cleaning the restaurant area ( doing a deep clean to the chairs).








	Monday: 10:00-14:00.
Tuesday: 10:00-14:00.
Wednesday: 10:00-14:00.
Friday: 10:00-14:00.

	Monica Grigoruta
	Joanna Lukasik

	









	
	
	






	Week 4

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

	 This week I’ve start on Monday early to help and observe what are the steps in the morning for preparing breakfast, what I should do and how is prepared everything for the buffet. 
The rest of the week I’ve spend it with the housekeeping department, and it was shown to me how the day is starting for them. In the morning, they are checking how many rooms are expected to be checked out on that day, if they have any rooms that need to be ready for the day use if is the case. Once they are having the number of rooms that need to be clean, they are checking the number of the staff for that day and split the rooms for all of them, usually the housekeeping staff are having their own section but if not is just go to another if the rooms are busy or are already clean. 
The hotel is having a contract with a company that is helping students, and they are staying usually for longer period of times, in this situation the rooms are cleaned once in certain days. 
Another thing that I learn it was that some guests are not showing up for their reservation and in this situation, someone still need to check that rooms that were assigned to see is they are occupied or not. 
One day I spend it with the housekeeping personal, I observed the steps that are making when they are starting to clean a room, I also went and checked the rooms after cleaning in case things weren’t done properly which is happening rarely. 
I also helped with the linen delivery, count them and check if everything is correct because sometimes, they might mix the orders and bring the wrong stuff. The next step is to put everything away, on each floor is a storage room where they are keeping them.









	Monday 6:00-14:00.
Wednesday 9:00-15:00.
Thursday 8:00-14:00.
Friday 7:00-13:00.
	Monica Grigoruta
	Joanna Lukasik

	









	
	
	






	Week 5

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

	This week I learn and found some new things about the price of the rooms. Every day the price is different and usually during the weekend is cheaper, also is a flexible rate, depends on what are you choosing when you are booking your room. If you want to have the option to cancel you might pay a higher rate, if you don’t want this option is usually cheaper but in case you don’t show up you are still charged.
I also learn how to assign rooms, what rooms are interconnected, how can see on the system no show rooms, day use, rooms that are already having sofa beds, if the hotel is having VIP stays, if we have people that are having pets, rooms that must be clean on requests or late or early check out/check in. 
Another thing that I learn it was how to check reservation on booking, check if someone cancelled their reservation, taking payments with the PDQ, after this writing the guests name on the recipe and the date of arrival. 









	Monday: 6:00-12:00.
Tuesday: 9:00-15:00.
Wednesday: 6:30-13:00.
Friday: 7:30-14:00.
Sunday: 7:00-15:00.
 
	Monica Grigoruta
	Joanna Lukasik

	









	
	
	






	Week 6

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

	Every morning, I started helping the Food and Beverage department. Because I am starting just when the breakfast is finishing are a few things that I can help, like picking up the dishes from the table, put them in the dishwasher and wipe them, put away, cleaning the tables, storage the remaining food it is possible and add a note with date and the day they were opened. After everything is clean and at their place, we can set up the table for dinner. Once I finish with this, I am joining the reception team and help them with what they need. This week I also clean the drawers from the office and tied up in there. 





Week 7:

	Monday: 10:00-14:00
Wednesday: 10:00-14:00.
Thursday: 10:00-14:00. 
	Monica Grigoruta
	Joanna Lukasik

	At this point I am doing the same thing every day, starting with Food and Beverage department and ending with reception team. 
Something new that I have done this week it was checking the reservation on Expedia and Booking, where I can see what type of reservation it is, what is included (if breakfast is included or not, if is a company they are giving certain amount for their employee for food and drinks). I also, helped with check outs, made the key for arrivals and took some payments for some reservations. 








	Monday: 10:00-13:30.
Tuesday: 10:00-14:00.
Wednesday: 10:00-14:00.
Thursday: 10:00-14:00.
	Monica Grigoruta
	Joanna Lukasik
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