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The reflective learning log is devoted to the Sales and Administration department at Village Hotel Swindon, where I spent my Level 6 placement internship under the supervision of the Director of Sales at the hotel, Charlie Metcalfe, as well as under Host Manager Shaun and F&B Manager Freya. The department offers a wide scope of services, such as corporate account management, group and event booking coordination, revenue management reporting, and Front Office administrative support, including correspondence, invoicing, and occupancy forecasting services (Village Hotels, 2025). It exists at the overlap of the commercial strategy and operational delivery, and it offered a valuable learning environment at Level 6, especially. To organise this log, I have chosen the Reflective Cycle (1988) by Gibbs, which is a six-step model that includes Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan, as I have found it to be able to help one systematise the process of questioning experience, emotional reactions, and future career growth.
[bookmark: _Toc223090516]2. Main Body
[bookmark: _Toc223090517]2.1 Connecting Level 4 and Level 6 Placement Experiences
The reference point against which to measure my professional growth has also been made possible by returning to placement at the Level 6 with prior experience. My Level 4 placement was at Delta Marriott in Swindon and was part of BMIH4002: Food and Beverage Operations, where I carried out a menu engineering project in a themed restaurant design concept called Sabor de Mexico. This necessitated the implementation of menu planning, food waste management, and customer profiling in a practical sense and strengthened my viewpoint on how the academic frameworks support operational decisions (Youssef and Spence, 2021; Filimonau, Nghiem and Wang, 2021). BMIH4004: Hotel Placement, Hotel Administration and Front Office Operations expanded my administrative skills, providing an overview of check-in and check-out processes, Front Office software applications, and service standards presented to the customer. Using the model by Gibbs to reflect on that Level 4 experience, I must admit that my practical skills were on the way to developing, but my analytical and supervisory ones were still primitive. I was mostly task-oriented, where I had little strategic knowledge of how departmental activities were important to the overall organisational goals. Hagg (2013) notes that such a reactive engagement characterises early placements, and that more profound professional learning is facilitated by shadowing a management position, and critically noticing systemic decision-making, an opportunity my Level 6 placement has provided in direct proportion.
[bookmark: _Toc223090518]2.2 Scenario One: Corporate Sales Enquiry and Revenue Reporting
Description: I was present at around three weeks of my Level 6 placement when a structured corporate sales enquiry of one of the local logistics companies took place, in search of a negotiated rate agreement on regular accommodation and meeting room hire. I followed and later helped him to prepare a custom proposal that contained room rate tiering, free services, and revenue projections based on the occupancy goals of Village Hotel Swindon under the guidance of Charlie Metcalfe.
Emotions: I felt rather nervous at the beginning of the commercial negotiation process because of its complexity. I am not talking about the fact that the terminology of revenue per available room (RevPAR) and average daily rate (ADR) has an acronym that I have encountered during my taught modules; however, seeing it in action during actual negotiations made me acutely aware of the level of accuracy and situation-specific assessment that is imperative.
Assessment: The administrative workflow knowledge acquired throughout the BMIH4004 course allowed me to competently complete the process of writing the rate proposal letter and submitting it to the property management system. However, I realised that I would not have been able to predict the relational dynamics of managing corporate clients at Level 4, which requires the comprehension of account value that goes way beyond the transactional revenue (Vallen and Vallen, 2014).
Analysis: It is a learning experience that supported service operations theory, in that hotel administrative functions should be perceived as systems and not tasks. According to Wood (2013), hotel management involves consistent coordination of departmental processes with organisational strategic goals, which is what Charlie Metcalfe illustrated eloquently in locating the corporate offer of the Village Hotel Swindon within a larger market story.
Conclusion and Action Plan: Moving forward, I would become more actively involved in more client-facing interactions as opposed to only observer participation and become more deliberate in building my commercial negotiation ability. I will also continue to develop professionally by advancing my skills in revenue management further to complement the administrative competencies I had previously acquired at Level 4 (ASET, 2017).
[bookmark: _Toc223090519]2.3 Scenario Two: Administrative Coordination During a High-Occupancy Period
Description: On a weekend of unusually high occupancy due to a local sporting event that created a lot of internal walk-in demand, I was assigned by Charlie Metcalfe to help in the organisation of internal communications between the Sales office, Front Office, and the Food and Beverage team headed by Freya. This included updating room allocation data, booking amendments within the property management system, and coordination with the Front Office to make sure that corporate clients were well prioritised across the board.
Emotions: There was a level of both challenge and energy in this scenario. The working speed was new to me at Level 4, and I was very aware of the fact that mistakes in administrative coordination might have immediate effects on the satisfaction of the guests and the business image of the hotel.
Assessment: The experience enlightened me on the level of transferable skills that my Level 4 F&B module had developed in terms of operational coordination. Though the scenario of Food and Beverage at Delta Marriott hotel was in striking contrast to the administrative setting at Village Hotel Swindon, the ability to sustain conflicting priorities under pressure was a skill that was substantially trained in the previous placement. Felce (2019) outlines these transferable skills as some of the core factors contributing to the value of work-based learning in higher education by claiming that contextual adaptability is created in placement settings that could not be replicated in classrooms.
Analysis: Using the analytical step provided by Gibbs, my performance during this high-occupancy period proved to be tangible growth in terms of professional advancement, which is indicative of concrete professional growth. The increased level of trust in administrative processes and the active cross-departmental communication with aggressive expressions and sustainability of records are in line with the main hospitality management competencies introduced by Wood (2013). Vallen and Vallen (2014) also confirm that the ability to synthesise operational data in real-time and strategic priorities, a skill that is meaningfully developed in the course of this exercise, is the cornerstone of successful hotel administration.
Conclusion and Action Plan: The other aspect that needs to be improved is that I need to be more confident in using the advanced features of the property management system. Though equipped with the typical administrative tasks, I understand that the use of hotel technology platforms to their maximum would be a significant part of my future management career, and I will actively pursue specific training on the use of revenue management software in the remainder of my placement weeks.
[bookmark: _Toc223090520]3. Conclusion and Development Plan
In both placement experiences, I have been able to grow as a hospitality professional with a gradual change from task-oriented operation involvement to a more analytical and strategic-oriented approach. The Level 4 placement provided the base of skills in F&B operations and hotel management that made my Level 6 experience at Village Hotel Swindon much more productive and meaningful. This application of the Gibbs Reflective Cycle has helped me to engage in critical self-appraisal beyond description, as Hagg (2013) states, which is the key to achieving professional development in the placement environment. The sources of strength, such as administrative coordination, management of conflicting operational demands, and increasing commercial awareness, need to be developed, whereas enhanced revenue management and confidence in clients need more growth. My action plan consists of shadowing Charlie Metcalfe, taking part in training in digital systems, and keeping a reflective journal during the rest of the placement (ASET, 2017; Felce, 2019), synthesising the relationship between theoretical knowledge and the real-world professional ability (Village Hotels, 2025).
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