APPENDIX 1
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:
· Taking orders, making sure guests don’t have allergies to what they have ordered
· Cleaning and labelling everything that went in the fridge.





	30/09/24 
9-5
	Syeda Begum
	T.Wilkinson

	
Food & Beverage:
· Taking orders, serving cooked meal when its ready
· Washing and putting everything away







	01/10/24
9-5
	Syeda Begum
	T.Wilkinson



	Week 2

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

	
Reception:
· Checking guest in and cutting keys







	07/10/24
9:00-5:30
	Syeda Begum
	T.Wilkinson

	
Reception:
· Managed guest complaint for extra towels and consumables
· Cutting keys








	09/10/24
9-5
	Syeda Begum
	T.Wilkinson






	Week 3

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

	
Housekeeping:
· Done makes; cleaned the guest rooms and put in new towels







	14/10/24
9-5
	Syeda Begum
	T.Wilkinson

	

Housekeeping:
· Done rooms on my own 






	16/10/24
9-5
	Syeda Begum
	T.Wilkinson






	The Week 4

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

	
Reception:
· Done the list for housekeeping so they were aware of what rooms needed doing






	21/10/24
9-5
	Syeda Begum
	T.Wilkinson

	
Food & Beverage
· Going over the breakfast list when guest coming in to be seated.
· Taking orders and serving hot meals.






	
23/10/24
9-5
	Syeda Begum
	T.Wilkinson






	Week 5

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

	
Housekeeping
· Hoovering corridors, cleaned rooms







	28/10/24
9-5
	Syeda Begum
	T.Wilkinson

	
Housekeeping- 
· Making sure all the consumables are in, clean mugs and glasses
· Checking fire doors to ensure they working







	30/10/24
9-5
	Syeda Begum
	T.Wilkinson






	Week 6

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

	
Reception 
· Cutting keys, checking guest in and making sure information are filled and correct







	04/06/2024
9-5

	Syeda Begum
	T.Wilkinson

	
Reception 
· Checking guest in and giving directions and asking if they would like to add breakfast





	06/11/24
9-5
	Syeda Begum
	T.Wilkinson
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