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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 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 

	Food & Beverage 
The first day of placement was in the F&B department. I started by visiting the kitchen area and restaurant, getting familiar with the arrangements and operations. 
After I met all the friendly staff, I helped with the breakfast, which was buffet. 
My tasks included refilling meals and cleaning away empty dishes from guests. 
After breakfast, I helped in the kitchen, putting the dishes in the dishwasher and preparing some baking trays with bacon rashers ready to be placed in the oven.  
We started preparing for lunch and I was happy to help the staff and also interact with the guests. 
Again, my tasks were the same as in the morning for breakfast.  
 
	 
 
 
 
02/10/2024 
7 am-3 pm 
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	Front Desk 
The second day I shifted to the reception area.  
I shaded the front desk staff during check-out / check-in. I was observing how they handled visitor enquiries and complaints effectively. 
I learnt about the need of clear communication during busy periods, especially for managing and establishing guest expectations efficiently. 
 
	 
 
03/10/2024 
7 am – 3 pm 
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	I have had the opportunity to experience personally the challenges of transitioning to a new check-in/check-out system alongside the front desk staff. 
The staff struggled with the new system causing delays in the process. 
I observed the staff as they familiarised themselves with the new software. 
During this experience, I learnt how important it is to adapt quickly in a fast-paced environment. 
	
	
	


 
 
 
 
	Week 3 
	
	
	

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

	Conference Room /Administration 
Today I spent my day in the conference room, serving customers with smoothies, tea, water, and cakes. I asked them how they preferred their lunch to be served whether in the restaurant or at the conference room. 
The conference manager gave me valuable insight into the logistics and planning required to organise a successful conference. Also, I learnt that conferences should be booked and paid at least one month in advance. 
The manager explained to me that they are using different apps that set the room price depending on events. 
	 
 
 
 
16/10/2024 
7am – 3pm 
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	Today was a valuable experience that equipped me with practical knowledge about planning and managing events. 
	
	
	

	Front Desk 
I start my day in reception by greeting customers.  
I was more confident using the new software and I managed to do my first check-outs and hand the bill to customers.  
We experienced some difficulties today with a group of people who arrived earlier before check-in, and they were impatient about receiving their room. 
Together with my colleague, we managed to make them understand that the check-in starts at 3 pm and we try our best to give them the rooms when are available. 
We offer them the possibility to store their luggage in the designed room while they can enjoy the city.  
This experience taught me how important is to stay calm and manage customers expectations effectively. 
	 
 
 
 
17/10/2024 
7am- 3pm 
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	Week 4 
	
	
	

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

	Food & Beverage 
Today I was joggling between the restaurant and the kitchen.  I was setting up dining areas, preparing the buffet for breakfast and assisting with the preparation of the conference room. 
Every morning manager held a meeting with the staff, where they discussed the plan for the day, including the number of guests and conferences scheduled.  
	 
23/10/2024 
7am-3pm 
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	This meeting provided great insight into the operations and teamwork required in the hospitality sector. 
Participating in these meetings made me feel integrated with the team. 
	
	
	

	Front Desk 
I started my day in the reception department and my colleague briefly introduced me to how many check-outs we had to do today.  
After I helped to set up the buffet for breakfast. 
I had the opportunity to practice my communication skills by welcoming the guests and answering effectively to their enquiries. 
	 
 
24/10/2024 
7am-3pm 
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	Week 5 
	
	

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

	Food & Beverage 
My tasks were mostly related to the kitchen and restaurant. I helped to set up a buffet for breakfast and lunch. I`ve been serving customers with drinks. 
Having to switch between kitchen and restaurant was challenging, and I learned the importance of being flexible and adaptable to any situation. 
 
 
 
 
	 
 
 
30/10/2024 
7am-3pm 
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	Front Desk 
It was not a busy week, and this gave me the opportunity to better understand how the new system works.  
Most customers, especially those over 45 years of age, prefer to book their room in advance at the reception desk rather than use the online booking platform. 
Today I gained more confidence in using the booking system and gained a greater understanding of the essential skills of a receptionist, including listening, multitasking, problem-solving, patience, and much more. 
	 
 
 
31/10/2024 
7am-3pm 
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	Week 6 
	
	
	

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

	Food&Beverage 
It was interesting to help with six conferences throughout the day, which kept me on guard and taught me a lot about the flow of events in hospitality. 
I assisted in serving beverages to conference guests at the conference area. 
A buffet lunch was served later in the day and my responsibility was to maintain it fresh and properly stocked. 
	 
06/11/2024 
7am-3pm 
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	Overall, it was a full day, and it taught me how important it is to be adaptable, as each conference has unique requirements, so I had to change my approach to suit both the guests and the event. 
	
	
	

	Front Desk 
Working at the reception desk today was insightful and busy at the same time. My responsibilities included greeting guests and assisting with enquiries of all kinds. 
One of the most important lessons I learnt was the value of communicating clearly and efficiently. Also being friendly, calm, organised and attentive is crucial in delivering an excellent customer experience. 
	 
 
07/11/2024 
7am-3pm 
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Week 2

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

Shift
(Date/Time)

Student
Signature

Hotel Mentor
Signature

Food & Beverage

| start the day in the kitchen by helping with the breakfast, | have
assisted the chef in cooking breakfast dishes including bacon,
scrambled eggs, poached eggs, beans etc.

| learnt how to appropriately label unpacked food with the opening
date and time.

Acquired knowledge of how the kitchen's refrigeration units operate,
as well as how to store food in designated areas to prevent cross-
contamination.

After this experience, | am more confident in handling food
responsibly in the kitchen.

09/10/2024
7am -3pm

Front Desk

The first thing | did upon arrival was to greet guests and provide
them with a friendly and professional first impression. | also
answered their inquiries and concerns, including questions about
their accommodations and billing.

10/10/2024
7am — 3pm
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