Student name: Vanesa Yordanova 

Department: Front Office 

Week: Second week of placement.

Dates: 06/03/20


Work Undertaken: 
First day of the week I was in Housekeeping department and I finished the rest of my tasks. 
The second day of the week I started in new department which is Front Office. 
In the morning when I went Karolina who works in this department took me and she showed me “Explanation: FOH AM Checklist”. She also showed me how they check- in and check-out guests. I did not used the computer because I was not feeling confident about it. 
Then I went to Corina’s office and she explained to me how she works. Then I had do to the wake up calls of the crew. I called every single room and said “Hello, it’s your wake up call” .  After that I observed the crew check-out.
After lunch they showed me the “FOH PM Checklist” and it was time to check in the crew. 
Then we went to a meeting of the Front Office and the General Manager talked to them about their jobs.  
David showed me the parking procedures. 

Self-Appraisal: 
I really like the Front Office because I communicate with people and it’s interesting for me to do the check-in and check-out. 
 

Strengths: 
Different experience every day, helps improve my language. 
Karolina, Corina and David helped me a lot with everything and make me feel comfortable. 
They explained everything to me.

Weaknesses: 
I’m a little bit shy. Still new to all of this. 
Some people were not willing to teach, help or even talk to me. 

Lost Opportunities:
N/A 

Plans for next week:
I will spend the whole of next week in Front Office. 
I will complete my tasks from my sheets.
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