Hotel Placement - Hotel Administration & Front of House
Forest of Arden Marriott Hotel & Country Club  
Department: Front of Office
M4X01920_BIRM
 Mubaraca Mombassa - 1905613
Week: 3
Work Undertaken
· Guest service order sheet – Guest name & room number, ( Repeat guests name at least 3 times)
· Food order – make menu suggestions 
· Drinks order
· Make sure the following is completed before call is ended
· Allergies –Gluten wheat, celery, peanuts, soya , eggs, lactose, nuts, sesame, fish, mustard, and crustaceans.
· Transferring calls to guests , for others departments and cashiering
· Review opera system   




Self – Appraisal
Strengths:
After three weeks of training at the forest of Arden Marriott hotel, I started to feel myself. more confident and capable, about my work in the hotel reception department.
There has been a lot of progress in terms of answering calls, phone calls, transferring calls to other departments, Improvements in communication, registration of addresses and providing information to customers.
I learned how to check arrivals for any new bookings - print registration cards for bookings made, check for any late c/o or out of service rooms and the reason, set wake up calls, ensure all registration cards are updated and filed.
 Tidy up the reception desk and ensure next shift has enough stationary.
On Thursday evening's I saw how the manager, need to be calm and relaxed to resolve problems that can happen when the hotel lost power.
It's important to me continue to take notes and learn to be more familiarized with the process they operate at the Marriott hotel because they have the spirit to serve, deliver service is uniquely warm, caring and dependable. 
This proved very helpful when having guests were coming to the desk.

Weaknesses:
My struggle after three weeks of my training is still dealing with the Opera system and the method of payment of credit cards, visa debit, and debit cards. I didn't understand how to take details of customers and also,   to search for a guest payment on the Opera system, so if a customer asked me to confirm an element I struggled to deal with their query. However, my solution to that item was looking for more hours of training and practice more. When I get spare time in my shift I look to familiarize myself with the opera system and find how to improve in some item such as reservations, refunds and cashiering.
Lost Opportunities:
I highlighted the opera system to be more complex and require more practice after three weeks. But I gained some experience and have good skills now after this amazing challenge. All the staff I worked alongside was more than helpful and always willing to show me how to do something. They made clear when carrying out a task so I could see how it was done and then look if I can do that task myself. 
Plans for next week:
· Leisure basics and pool tests – After three weeks I focused on the Front desk systems but I now anxious to learn how the pool runs and what am required when carrying out a test.
· Conference and Banqueting – How it is organized, what it is necessary and what kind of plan is required to be taken.
· Meeting with the housekeeping Manager..

  







