Marriott Placement Learning Log

Rohan Dubrey (1905715)


Week 6:

Wednesday 19th February 2020 (07:00-15:30hrs) Thursday 20th January 2020 (09:40-17:00) Friday 21st January 2020 (22:30-07:00hrs) Saturday 22nd February 2020 (22:30-07:00hrs)

Department: Front Office/Finance


Work Undertaken:

· Internal auditing.
· Handling rebates
· Processing and tracking invoices
· Data entry
· Management Pack
·  Rebates
· Gross Revenue Reports
· Performing concierge duties
· Training course passed on Sertifi eAuthorize
· Completing and passing Health and Safety Awareness Programme
· Pre-arrival check in 
· Completing AM checklist
· E-Channel bookings
· Balancing MARSHA
· Signing up Marriott Bonvoy Members
· Updating Reservations
· Arranging FIXME and CRS codes
· Guest survey satisfaction scores (Brilliant Hosting Mission 67)
· Micros System check reports
· Night Auditing
· Allocating Marriott Bonvoy Bonus Points
· Clear rebate accounts
· Clear management account
· Preparing codes on reservation cards
· Printing next day reports.







Self-Appraisal

Amazingly, the week exceeding my expectations. Working within the finance department has alleviated a long awaited anticipation of the kind of work carried out on a daily basis. Interestingly, the sub-sections within finance relating to accounts and internal auditing, have made me realise the difference and the clarity to the statement that finance is not mathematics. Moving forward, I can honestly say that with further training I would be competent and confident to work in this department. Finance is a key aspect for the hospitality industry and the knowledge gained will aid in becoming better equipped for the job market.

Strengths:

Having to eradicate the fear of finance from my mind, I went into the finance department with a mind-set of being able to accomplish any task. The level of knowledge gained proved that all departments are linked to finance. Working as part of the night team demonstrated my strengths in pursuit of being better able to be more productive within the team, gaining more in-depth knowledge.

To be a good manager it is essential to have a clear understanding of your finances and accountability. Working as part of the night team completing night auditing and working in finance, has improved my knowledge in my quest to become a hotel manager.




Weaknesses:

[bookmark: _GoBack]The main challenge this week came from learning to do group bookings merging from excel to Opera PMS. Having to stop throughout training to check-in guests and deal with guests’ queries, meant the process had was to keep restarting. However, after being relieved from the reception desk, further training in the back office allowed for the training to be completed.

 
Lost Opportunities:

The schedule for finance proved a challenge as the time was limited as to what training could be done. More time allotted in the future would be essential for bite size training. However, this has been noted as the vast scale of activities within the department requires more time for training to be absorbed. Also, the adjustment to my body clock working on the night team proved challenging with the sudden change in the circadian rhythm.

.


Plans for next week:

· To complete house keeping training.

· Turning up for shifts promptly and in proper attire, completing a variety of shifts accumulating to over 30 hours per week.
· Exploring how closely house keeping works with front of house.





















