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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 Turntin link by [Friday 15th November] at 23:59pm.

	Week 1

	Experiences/Tasks/Challenges/Lessons (outline hotel department)

	Shift
(Date/Time)
	Student 
Signature
	Hotel Mentor
Signature

	
Day 1- Restaurant
- Greeted and seated guests.
- Ensured tables were cleaned and reset.
- Served food and drinks.
- Learned about allergies or intolerances




	2nd October 2024
10am-6pm
	Sadia Odud
	Melissa & Charlotte

	
Day 2- Restaurant
- Assisted with food and drink orders.
- Helped customers with special requests like extra napkins, Ice.
- Managed payments and processed bills.
- Handling multiple tasks during busy times.




Week 2
	3rd October 2024
10am-6pm
	Sadia Odud
	Melissa & Charlotte

	
Day 1- Restaurant
- Learned about Food and Beverage safety. 
- Ensured guest satisfaction.
- communicate with kitchen staff for smooth service.
- Developed communication and team working skills.

	8th October 2024
10am-6pm
	Sadia Odud
	Charlotte & Melissa

	
Day 2- Restaurant
- Always kept the restaurant area organised and clean.
- Served food and drinks to table.
- Helped guest to choose meals.
- Learned how to serve safe food and stay calm under pressure.

	9th October
10am-6pm
	Sadia Odud
	Charlotte & Melissa

	Week 3
	
	
	

	
Day 1: Reception/Front desk
- Checked in guests and issued room keys.
- Answered phone calls and directed inquiries.
- Provided information about hotel services.
- Learned how to communicate with guest.

	22nd October 2024
10am-6pm
	Sadia Odud
	Josh & Melissa

	
Day 2:
- Managed check-outs and processed payments.
- Assisted guests with special requests like luggage storage.
- Coordinated with housekeeping for room availability.
- Enhanced multitasking and time management skills.

	23rd October 2024
	Sadia Odud
	Josh & Melissa

	Week 4
	
	
	

	
Day 1: Reception/front desk
- Handled guest complaints and solved issues.
- Managed reservations and updated guest details.
- Helped with guest directions and local attractions.
- Developed problem solving skills.

	29th October 2024
10am-6pm
	Sadia Odud
	Josh & Melissa

	
Day 2: Reception/front desk
- Checked guests in and ensured smooth arrival.
- Processed guest payments and issued receipts.
- Assisted with VIP guest services.
- Learned how to resolving issues from guests in an efficient manner.


	30th October 2024
10am-6pm
	Sadia Odud
	Josh & Melissa

	Week 5
	
	
	

	
Day 1: Reception/front desk
- Managed bookings and confirmed reservations.
- Answered inquiries and provided local recommendations.
- Coordinated special requests with other departments.
- Learned how to deal with difficult guests.

	5th November 2024
10am-6pm
	Sadia Odud
	Josh & Melissa

	
Day 2: Reception/front desk
- Assisted with guest check-outs and resolved billing issues.
- Ensured guest satisfaction before departure.
- Ensure attention to Details.

	6th November 2024
10am-6pm
	Sadia Odud
	Josh & Melissa

	Week 6
	
	
	

	
Day 1: Reception/front desk
- Assisted guests with late check-out and special needs.
- Ensured smooth communication with housekeeping.
- Ensured about data protection laws.

	12th November 2024
10am-6pm
	Sadia Odud
	Josh & Melissa

	
Day 2: Reception/front desk
- Checked in guests and updated room status.
- Prepared reports and ensured front desk was organised.
- Report to manager if any issue happens. 
- Staying calm and professional under pressure.


	13th November 2024
10am-6pm
	Sadia Odud
	Josh & Melissa



