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Level 6 Hotel Placement - Weekly Journal Entry

Task: Maintain a weekly journal documenting your experiences, tasks performed, challenges faced, and lessons |
welcome. You must submit this document to the designated Turnitin link by [Friday 15" November] at 23:59pm.

Week 1

Experiences/Tasks/Challenges/Lessons Tl Shift Student
(outline hotel department) (Date/Time) Signature

Restaurant:

: : 2 Oct. 2024
_Food & Beverage Knowledge like menu items, daily specials, From 7am- 3pm. \(/
ingredients and allergens

-Kept the dining area clean and organised.

-Helped with setting and clearing tables.
-Improved time management and multitasking skills.

- Setting up breakfast buffet area.

- More Knowiledge about Food and Beverage.
- Delivered food and drinks to tables. 6 Oct. 2024
From 7am - 3pm |
- Learned how to stay calm under pressure. < udal

- Leamed attention to Details.

s o





image2.png
Experiences/Tasks/Challenges/Lessons
(highlight hotel department)

Restaurant:
- Greeted guests, took orders, provided menu and ensured

customer satisfaction.

.Mgmonssd menu items, wine pairings, and answered customer
inquiries.

- All guests must be asked if they have any allergies or intol.

to ensure their safety. ) =

- Developed strong teamwork and communication skills.

9 Oct. 2024
From 7am - 3pm

- Worked closely with kitchen staff, guests, and management to
ensure smooth service during busy periods.

- Managed cash and credit transactions and ensured accuracy in
billing.

- learning the importance of maintaining a positive attitude in
stressful situations.

- Gained experience how to dealing with upset guests.

13 Oct. 2024
From 7am - 3pm
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Hotel Reception / Front Desk:

- Learning the hotel's reservation and management system.

- Greeted guests as they arrived.
1l 16 Oct. 2024
Assisted guests with luggage requests. From 7am - pm
- Answered phone calls and directed inquiries.
- Leamed the importance of clear communication with guests and
staff.
- Assisted with guest check- in /outs and processed payments.
- Updated guest information in the hotel system.
3 20 Oct. 2024
- Provided directions to local attractions. From 7am - 3pm
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Experiences/Tasks/Challenges/Lessons
(highlight hotel department)

Hotel Reception / Front Desk:
- Updated guest details in the system.
- Managed hotel bookings (phone and online reservations).

- Checked the availability of rooms and updated the booking system.
- Handled guest requests like extra towels, late check-outs.
- Managing busy check-in/ out times with many guests.

23 Oct. 2024
From 7am - 3pm

- Checked guests in and provided them with room keys.

- Helped with resolving guest issues or complaints like room noise.
- Coordinated with housekeeping to ensure rooms were ready.

- Assisted with the preparation of guest bills.

- Learned how to handling stressful situations.

27 Oct. 2024
From 7am - 3pm
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Week 5

Experiences/Tasks/Challenges/Lessons
(highlight hotel department)

Hotel Reception / Front Desk:
- Answered guest questions about hotel services.

- Ensured that all records were accurate in the system.
- Coordinated with maintenance team for any issue need to solve.

- Understanding the importance of attention to detail in customer
service.

30 Oct. 2024
From 7am - 3pm

- Assisted guests with late check-out requests.
- Checked reservations and confirmed guest bookings.

- Provided feedback to management about guest needs.

- Learmned and understood the value of teamwork and guest

3 Nov. 2024
From 7am - 3pm
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Week 6

Experiences/Tasks/Challenges/Lessons
(highlight hotel department)

Hotel Reception / Front Desk:
Helped with group bookings and event inquiries.

- Managed guest requests for room upgrades.

6 Nov. 2024

- Booked breakfast, lunch or dinner tables for restaurant. From 7am - 3pm
< umustandng the importance of attention to detail in customer
service.
_ Assisted in checking in VIP guests and handling special requests.
- Processed payments and provided receipts.
10 Nov. 2024

_ Ensured the lobby area was always welcoming and tidy.
- Learned how to handling busy shifts and large crowds.

From 7am - 3pm





