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Housekeeping Department
In the first week, I was assigned to the housekeeping department of the hotel. I had to perform several tasks here. My experiences and tasks completion include the following: 
· It was my responsibility to keep all rooms clean and ready for the guests as guests highly value cleanliness and readiness. So I inspected all the rooms daily. 
· To provide a positive experience to the guests, the housekeeping staff including I had to replenish all amenities regularly. The amenities are toiletries, linens, and towels. 
· I had to check the level of inventories of cleaning supplies. Then I needed to inform the management whether there is any need for reordering of inventories.
· I had to respond to guests requests. Some guests wanted extra amenities and I ensured that they got all those amenities. 

Challenges 
I encountered several challenges to perform all these responsibilities. These challenges are identified and explained below: 
· I had a timeframe within which I must inspect all rooms whether they are ready and clean. It was a challenging task for me to inspect rooms within such a limited timeframe. 
· The guests kept complaining about some missing items. It was due to the lack of coordination between the front desk staff and the security. So I had to focus on coordination among these two teams.
· The quality of housekeeping tasks depends on staff’s experience and skills. To keep consistency in the housekeeping service quality was very challenging. 

Lessons Learned 

I learned several lessons working in the department. These lessons are as follows:

· I recognised the importance of time management in the housekeeping department. Sometimes, the management needs to prioritise the tasks to complete housekeeping activities efficiently. 
· Effective communication with the guests is necessary to accomplish the housekeeping tasks and achieve the goals. 
· To manage guests complaints, it is necessary to comply with an effective procedure. 
· Attention to detail is the must skill for the housekeeping staff to succeed in the service area within a hotel. 
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Maintenance Department 
In second week, I worked in the maintenance department. During my placement at the department, I needed to accomplish certain tasks. These tasks are explained below: 
· I worked with the hotel’s maintenance team whose responsibilities were to inspect and check all equipment and facilities within the hotel. I assisted the team to accomplish their routine checks. 
· I noticed the issues while inspection with the team. If there was any issues found, I immediately documented them. Hence, the management could know about the urgency for any maintenance in the public area or guest rooms. 
· I assisted technicians in inspections and maintenance of heating and cooling systems of the hotel’s rooms. 
· I undertook various preventive maintenance tasks with the maintenance team. These tasks included replacing light bulbs, and checking the electric systems. 

Challenges 

I faced some challenges while working with the maintenance team. These challenges are as follows: 
· I had no previous experiences in the maintenance tasks. It was a challenging tasks for me to identify the maintenance issues during inspection. I had limited knowledge and understanding about the technical aspects of the maintenance. 
· It was difficult to accomplish the maintenance tasks without causing any inconvenience to the guests. I had to communicate with them and inform them of any maintenance issues and the urgency of the tasks. 
· The regular routine check and inspection maintaining the schedule was difficult. 

Lessons Learned 
The opportunity to work in the department helped me learning a lot of things. I have learned the following things:
· I learned the basic maintenance tasks and the procedure to accomplish maintenance tasks. 
· A clear communication with the guests is essential to meet guests’ expectations and satisfaction by doing the maintenance works. 
· I learned the strategies and techniques to ensure guest safety and comfort by identifying the possible issues and undertaking preventive measures. 
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Leisure Club Department 

In my third week, I shadowed a role in the leisure club department. I had to accomplish the following tasks in the department:
· I had to welcome guests to the leisure club. The guests used to asks various queries about the leisure club such as the available facilities. Some guests asked me before their arrival whether there is any indoor pools in the hotel. I informed them that the hotel has gym, and wellness services available. 
· The manager assigned me with the responsibility to check the gym and wellness equipment regularly. I had to ensure that all the equipment is working properly and it is safe to use. If I found that any equipment is not in a good condition, I needed to inform the management immediately. 
· I had to provide guidance to some guests about the usage of gym equipment. They did not know how to utilise the equipment. So I showed them the safest and effective way of its usage. 
· I assisted the team to organise any wellness workshops or leisure events. 
Challenges 

I encountered the following challenges while performing my shadowing role in the department: 
· During peak hours, the number of queries gets increased. To respond to those queries become challenging for anyone working in that position. It was challenging for me to prioritise the guests’ requests. 
· Sometimes guests requested assistance in handling certain gym equipment for which I had no sufficient knowledge. 

Lessons Learned 

I learned the following lessons:
· I acquired key guest service skills such as handling guest queries, and communication.
· I learned the protocols to handle gym and wellness equipment. 
· I understood the importance of time management and the way I could prioritise tasks to accomplish them within deadline. 
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Meetings and Events Department 

I have shadowed a role in the meeting and event department. I performed the following tasks in the department:
· I assisted the team to prepare the event spaces and meeting rooms for the clients. I carefully checked the specifications provided by the clients and then applied them in the room and event space organisation. I worked in managing seating arrangements, audiovisual equipment, and décor. 
· It was my duty to coordinate with the catering team so that guests could get the food and beverage in the event at the right time. 
· I assisted the event team from the planning to execution stages and also the clean-up activities at the end of the events. 

Challenges 
I faced some challenges working in the role. These challenges are identified below: 
· It was time consuming and challenging task to properly inspect the equipment used in the events whether they were functioning. If there were any issues with the  projectors, microphone, or other devices, I needed to resolve the issues immediately without any delays. 
· When there were any large events, I encountered high level of stress due to workload and work-life imbalances. 
Lessons Learned 

· I achieved attention to detail skills. While performing the tasks such as assisting with the event managers, I had to observe the situation properly and the requirements expected by the clients. As a result, at the execution stage, I checked all the activities whether they were according to the plan. 
· I also acquired teamwork skills and coordinating skills because I had to work with other teams and departments. 
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Meeting and Event Department 

I continued to work in the meeting and event department in week 5. I had to perform the same tasks as explained in week 4. But I needed to work closely with the event manager in this week. The event manager needed information such as clients’ expectations and preferences, available resources, inventories, and necessary equipment. I gathered all these information for the manager and then the manager prepared plan for the event. I also helped the manager to provide food and beverage items to the guests by working closely with the food and beverage department. I continuously communicated with them. We successfully organised a large business event in this week.

Challenges 
One of the biggest challenges that I faced this time was the last minute change requested by the client. The client requested us to make adjustments in the seating arrangement. It was difficult for us to make sudden changes in the layouts and seating plan. 

Lessons Learned 

I learned the importance of adaptability and flexibility in work. The situation that I encountered equipped me with adaptability and flexibility skills that I can utilise in my career. I also learned the importance of effective communication in the workplace. 
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Front Office Department 

I worked in the reception of the hotel. My primary tasks were to take reservations and manage check-in and checkout of the guests. I had to handle payments and billing activities. Sometimes, I responded to customer queries. 

Challenges 
I had to interact with the guests continuously in this department. During peak hours, it because very challenging for me to handle high volume of guest check-in and checkout. Even I struggled to respond all queries of customers without any delays. I ensured that guests could have better experience in the hotel. 

Lessons Learned 

I learned the skills to operate property management systems (PMS) of the hotel. I acquired key customer service skills such as attention to detail, communication skills, and flexibility skills. 
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