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Introduction-My Placement experience is taking place at the Whitehouse Hotel in Peterlee. This learning log is discussing my time within the department of hotel administration reviewing/reflecting on the experience of front office. 

My learning objective and what I hope to achieve from working within this area is to gain valuable insights from the shadowing supervisor and enhance my administrative skills. I aim to prepare/equip myself for the future roles as a duty manager by proficiently handling various essential administrative tasks within this position of my placement at the Whitehouse hotel. 

According to(ASET Online.Org, 2019, p5) “The objective of any work based or placement learning experience, regardless of length, is to consolidate and complement the academic learning, knowledge and skills with experience.”

[bookmark: _Hlk165494563]Section 1-Reflection on Experience/Personal Development-It’s essential to contemplate on work experience as it fosters self-awareness/facilitates the recognition of learning possibilities/boost problem solving capabilities/enhances forthcoming performances/cultivate resilience/and refined professional practices. Through active reflection-it can help maximise your work placement encounters/fostering personal growth and development within the selected industry.  

[bookmark: _Hlk165995332](Bardi, J, 2011)Emphasises  on including appropriate management/theoretical strategies to ensure the hotels front office is equipped with the most up to date resources/information to support its day to day operations. Looking back on specific projects set for me in particular of a marketing advertising task where I was directly placed hand on hand with a request to call local businesses up to see If they were interested in hotels events/hotel bookings, I took details of each business email and forwarded the hotels e-brochure for events & hotel booking. On overall reflection on what I could have done is Improve-on my time management/break up tasks within segments/communicating this better with management so that they are aware of my plan and know what time I am expected to complete each task. This process of self-reflection made me aware of my own behaviours/attitudes/motivations towards the hotel administration projects/analysing on past project has enabled me to identify patterns and approaches that were not particularly to my advantage-moving forward it’s important to consider alternative approaches-such as setting realistic goals/tracking progress during a task, and making adjustments as and when needed if something is not working according to the initial task plan-this will enable me to be more successful in the future, and this also aligns with what David Kolb’s emphasised on his1984  learning cycle to analyse each learning stage(Practera, 2022)I was inspired by Kolb’s learning cycle-as his four distinguished learning styles are based on four stages which has enabled me to use the same process during my placement this includes: 
1. Putting into practice what I have learned. 
2. Engaging in the firsthand experience of what I have learned. 
3. Gaining experience of what I have learned.
4. Looking back on the experience of what I have learned and how I can improve in the future. 

Kolb's Learning Styles & Experiential Learning Cycle
[image: ]
 (simplypsychology.org, 2024)
[bookmark: _Hlk166271934]Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge-As a student on placement, I have tried my best to take advantage of this placement opportunity. On focusing on the critical analysis of the work based skills and technical knowledge achieved-it has been the most accessible ways to get practical skill set and experience in managing hotel administration tasks. (REFER TO  APPENDIX1- TO CHECK FOR ADMIN TASKS SET FOR ME BY SHADOWING SUPERVISOR) 
I was given the opportunity to research upon other local business to create a spreadsheet-to help give the Whitehouse hotel a competitive advantage to research what other hotels are offering and what they can do to improve. This particular task had a great relevance and has inspired me and aided me to do the same for my future development in becoming a hotel manager, to be aware of the competition and exploring the situations/challenges that are present It’s critical in developing a successful hotel business. It’s good to have skills in using various computer programs such as spreadsheets, publisher & word etc to enable you carry out day to day admin tasks within the front office of a hotel. 
Identify areas for improvement-As this task was set for me during week1-after my induction. To help me facilitate this task more effectively rather than rushing the process I realised that I could have utilised guidance provided & benefitted from seeking clarification by asking more questions during placement induction-this proactive approach would have mitigated miscommunication between myself and the management regarding the expected timeline for the task completion consequently I would have been compelled to expedite the task within the initial 2 days of my 16 hour shifts.(Indeed, 2024)

3.Reflection/Organisational issues- From reflection compared to previous placement and organisational issues that I had faced with. I had accidently jammed the shredder whilst trying to get organised to dispose confidential waste, however due to the lack of training given on how to use the shredder as I was putting multiple sheets in one go instead of putting one sheet at a time. Going into this second placement I have been more conscious of using the machinery admin equipment and have tried to avoid such situations recurring by ensuring to ask more questions before commencing to use a product. Effective workplace communication is crucial as it enhances employee engagement/productivity/satisfaction and employee morale. Moreover, communication plays a vital role in fostering improved team cooperation and collaboration(Better-Up, 2024). I also now can see that during initial stages, its ok to make mistakes as you learn from your mistakes, and this is what helps you adapt/encourages you and enhances your performance(Harvard Business Review, 2024).

4.Future action Plan 
	Areas of improvement:

	How does this align with personal/vocational developmental goals & contributes to professional growth within the industry:

	

-In work based skills:




	
-personal/vocational professional developmental goals that will contribute to better growth within Front office/sales & marketing/ HR Management skills. (Casado, M. 2012)


	

· In technical knowledge: 



	
· Take adequate training as and when needed to further enhance technical knowledge to ensure all admin equipment is being used correctly. 


	Steps/Strategies to enhance on:

	

	

-Communication/ Teamwork 

	
-Keep Management aware of tasks 

-Communicate and adjust needs as & when needed 



	

-Task Management 

	 
-Setting realistic goals of tasks.

-Keep on track of task.

-Amend & adjust as & when needed.

-Break up tasks into manageable segments to improve time management.

 

	



-Personal Skills 

	

-Having Good flexibility to adjust to various admin roles, being punctual ensuring you are available on time to take calls/ respond to daily admin operations.  


	

-Guest Services 

	
-Having Good Transferable skills, ensuring you are available on time to check guests in,  respond to their needs in providing a good service. 


	



-Overall operations 

	-Looking after overall admin operation/maintenance within the hotel industry this includes creating staff rota’s, housekeeping tracker sheets, room check sheets, management of invoices/receipts(Hagg, E 2012).

-Dealing with and logging customer complaints and responding to these matters appropriately. 



Conclusion-From the shadowing experience and  work based skills developed from this placement. I have identified key areas for improvement in my future role as a hotel manager.  One key aspect I plan to implement is to ensure that employees receive the provision of  comprehensive training until they are fully confident and prepared to commence into their new roles to be able to operate technical equipment. I propose the implementation of extra staff briefings/meetings to strengthen teamwork and collaboration within the team, this aligns with this situational learning ideas of Lave and Wenger (1991) this learning model emphasises that human learning is best achieved via constant interaction and practice (QAA, 2018 p7).  My aspirations/objective is to enhance my problem-solving capabilities and contribute to fostering a more efficient operational processes to help shape my future career within the hotel industry. 
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APPENDIX 1:

ADMIN TASKS SET FOR ME BY SHADOWING SUPERVISOR:
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€< RE: Task for Ruksana w/c 22nd...

Here is a basic spreadsheet of the businesses
which we feel are worth approaching in the local
area to promote our hotel and services to their
customers and clients.

If you can please contact them, via phone using the
hotel phone, and get their email addresses and the
correct name of the contact of the person who
manages business travel so that we can send out
an e-brochure to them. It may be that this is done
via one of their head offices in another part of the
country, so if this is the case, please get their
details. If you can then update the spreadsheet
(amend it how you see fit so it is a more workable
document) of who the best contacts are and who
you have emailed. Save this to the Hotel’s PC just
on the desk top will be fine.

| have also attached an up-to-date e-brochure, and
then send an appropriate email (using the hotels
email address, not your own) to the business
referring to your telephone conversation with them
and attaching the e-brochure, the e-brochure also
has a hyperlink to our website.

Any questions, just email me @ - if you need an
idea of a suggested worded template to use for the
email just ask, | don’t mind. Thanks
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