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[bookmark: _Toc117456052]Introduction
Hi All,
We are excited to announce that we are growing our team, and we think this would be a great time for you to start your journey with us. It is anticipated that you will have access to the necessary resources and instruction that could increase both your employability and cognitive abilities.
Our staff supervisors have extensive experience in housekeeping tasks and have degrees from prestigious universities across the nation. It is anticipated that you will all be able to learn as much as possible from your superiors, who will provide you with the necessary instruction and supervision. You will all go through an intensive training programme lasting eight weeks, which will improve the quality of your working capacity.
You will be placed under the supervision of a specialised manager who will teach you all your duties. You will carry out a variety of tasks as a member of the Housekeeping Department, including those related to organisation, cleanliness, safety, and security. You can call your supervisor's phone number, send an email to your supervisor, or simply visit your supervisor's desk or office.
You should be mentally and physically prepared to work on your organisational skills, teamwork and integrity, quick learning and cognitive skills, tendency toward cleanliness and hygiene, safety and security requirements, discipline and time management, and organisational skills. 
We are happy to have you in our company. When you discover the advantages and interesting titbits about our organizations, we know you'll share our enthusiasm for the opportunity to meet.
Contact me at XXXXXXXXX if you have any queries and attend to our welcoming event at XXXXX on XX-XX-XXXX.
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	Training and development goal
	Competencies/ skills to be acquired
	Employee action steps
	Time Frame

	[bookmark: _Hlk117454548]Week 1
	Professionally keep Hotel Trinity in pristine condition.
	Organization skills
	· Ensure the safety of all fragile and non-fragile elements inside the hotel.
· Wear proper uniform and ensure proper attire. 
· Be in the reception for assisting the guests at the check in and check out time.
	Every day Before day shift from 7.00 am to 8.00 am.

	Week 2
	Team-based management is shown to increase employee loyalty and retention.
	Team work and integrity
	· Work in groups. 
· Go to the guests’ rooms in groups to perform the multiple tasks quickly.
· Be there in pairs at every floor of the hotel.
	Every day during day shift from 11.00 am to 01.00 pm

	Week 3
	On-the-job training and education for staff members.
	Quick learning and Cognitive skills
	· Try to learn from the daily tasks.
· Do not repeat the same mistake further.
· Observe others and improve own tasks
	During whole Duty time

	Week 4
	Ensuring the neatness and cleanliness of rooms
	Cleanliness and hygiene tendency
	· Sweep, wash, and vacuum all floors.
· Hygienic and stock all washrooms at least three times per day.
· Clean all building departures, glass, door edges, and carpets
	Every day after day shift from 3.00 pm to 04.00 pm

	Week 5
	Maintain the best possible safety measures.
	Safety and security measures
	· Read the fire safety guidelines given in the brochure.
· Know all the signs in the COSHH list.
· Place the hand wash at all levels of the building for the guests
	Every day at evening shift from 5.00 pm to 06.00 pm

	Week 6
	Ensuring the proper discipline of work
	Discipline
	· Be at the place where you have been told to be.
· Do not go outside in duty time.
· Do not gossip with guests or other employees. 
	Every day at evening shift from 6.00 pm to 07.00 pm

	Week 7
	Organizing daily tasks and completing within due time
	Time management and organizational skills
	· Make notes of the daily tasks so that it can remind you.
· Be careful about the roaster schedules. 
· Wear the watch given from the authority to walk with the proper time. 
	Every day at evening shift from 7.00 pm to 08.00 pm

	Week 8
	Keeping schedule of guests’ check in and check out
	Time management and organizational skills
	· Remember which guests are checking in and who are checking out. 
· Do not be late to allow their keys and any materials kept in reception.
· Be on time while guests check in and check out.
	Every day at day shift from 8.00 am to 9.00 am



You will discover in Week One how to maintain adequate professionalism to keep Hotel Trinity in immaculate condition. Your organisational abilities will come in in in this situation. All hotel furnishings, both delicate and non-fragile, shall be kept safe to the best of your ability. You will dress appropriately and wear a respectable uniform. For assistance with the visitors at check-in and check-out, you must be in the lobby. In week one, you must do all these duties between the hours of 7 and 8 am every day.
You will learn how to take part in team-based management in Week 2, which has been demonstrated to boost employee retention and loyalty. To complete the numerous tasks swiftly, you will go to the guests' rooms in groups and be present in pairs on every floor of the hotel. The table above contains your timetable. You will receive on-the-job training in Week 3, so you must be a quick learner. You'll make an effort to learn from your daily tasks. Make sure you don't commit the same error again. Observe others to help you with your own work.
You will learn how to maintain the cleanliness and organisation of rooms in Week 4. You will routinely sweep, clean, and vacuum all floors. All restrooms must be kept hygienic, stocked at least three times daily, and all building exits, glass, door edges, and carpets must be cleaned. You will learn how to maintain the finest safety precautions in Week 5. You must read the brochure's fire safety instructions. You should be familiar with every sign on the COSHH list and provide handwashing stations for visitors on every floor of the structure. 
You will learn how to ensure the right work discipline in Week 6. You need to be where you've been directed to go. During your shift, you are not allowed to leave the building or engage in gossip with customers or colleagues. You will gain knowledge of task organisation and timely completion in week 7. It is advised that you write down your daily obligations so that they will serve as a reminder for you. You should also take care to observe roaster schedules, and you should wear the official watch that was provided to you in order to keep time.
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