

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

	· Started in the housekeeping department, noted as the hardest department: Housekeeping was physically intense from the start as there was a lot of moving around, heavy lifting and energy level. From day one I realized that this department needed high stamina and precision to keep to the high workload at Best Western Abbots Barrets.
· Learned to manage room cleaning schedules efficiently: I was shown a system where rooms were cleaned in order of priority – the rooms necessary for immediate occupancy. I became better at gauging the state of every room, deciding on priorities, and threading down to a smooth ride from finish to start.
· Faced challenges with meeting room turnover expectations under tight deadlines: Managing larger suites was daunting at first, but pressure to finish within a given timeframe forced a will to clean. I shed light on the techniques I used to do enough yet do it quickly like, starting with critical tasks and shelling out when I can.
· Gained an understanding of the hotel's standards for cleanliness: I was taught the specific hotel protocols, from how to surface disinfect to how to arrange items. Seeing experienced staff members gave me a stronger awareness of the little things that lead up to a perfect guest experience—like perfect linen placement, and spotless mirrors.
	29th September – 1st  October
10: 00AM – 14:00 PM
10:00 AM -14:00 PM

12: 00 PM-8:00 PM




	Eduard Popa
	Aiden Strong





	Week 2

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

	· Continued in housekeeping, improved communication with team members: Within a week or two, I had begun to work more smoothly with colleagues, messaging quickly and clearly to share the work of supply restocking and guest requests. It helped to make sure that we hit our targets on time.
· Overcame difficulties with managing guests’ special requests: Adaptability coupled with a willingness and ability to quickly respond to special requests (additional bedding, etc.) were required to handle special requests. This was the experience that taught me how to negotiate with different departments, like for example with the maintenance or the front office to ensure which I meet the guest’s expectations at Best Western Abbots Barrets as fast as possible.
· Learned prioritization of urgent tasks, balancing speed with quality: I started to distinguish between routine and urgent tasks, and built a workflow such that no task took any longer to be completed if the high priority items were delayed in favour of quality room preparation overall.
	7th October – 13th October 
10:00 AM – 14:00 PM
10:00 AM – 14:00 PM

15:00 PM – 11:00 PM

	
	



	Week 3

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

	· Transitioned to maintenance, learned basic repair techniques: Before this rotation was a shift from physical labour at Best Western Abbots Barrets to a more technically minded task. I was trained in the art of minor repair, fix a leaking faucet, HVAC troubleshooting and such other things which required patience and attention to detail.
· Encountered difficulties diagnosing technical issues without guidance: At first, identifying what technical problems I was having without supervision was quite hard. I was out of my comfort zone, but I saw the opportunity to become better by watching experienced personnel maintenance, and asking pointed questions.
· Developed resilience by solving minor issues independently: (He made me do smaller repair tasks with less direct supervision as the week progressed and I got more and more confident.) Fixing small electrical problems taught me to take a step back and solve the problems one by one because I knew I could do it and it would work.
	  14th October – 20th October 

10AM – 14:00 PM
10AM – 14:00 PM
15:00 PM – 11:00 PM

	
	





	Week 4

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

	· Rotated to front office, learned guest check-in and check-out procedures: They had a role that needed a great deal of customer interaction so that I needed to be able to process check ins, take in reservations and complete check outs with no errors. For the booking software, I adapted and used the hotel’s booking software which was efficient to some extent, while creating a welcoming experience to the guests.
· Faced challenges in handling peak-time guest complaints: Among the more complex, check in hours were busy ones for the front office and handling complaints only worsened the situation. Kind of frustrating to have guests be so frustrated over things like room assignments and wait time. Finding solutions was challenging and finding them while being composed and diplomatic was especially challenging.
· Enhanced interpersonal skills by resolving conflicts amicably: Because handling a situation like these requires me to stay patient, listen actively to guests’ concerns, and offer clear and thoughtful solutions, I had developed skills of listening and paying attention that helped me in handling it. Fostering empathy towards guests’ perspectives, and, importantly, how I communicated with the guests in the back of my mind on a daily basis, has helped shape my ability to communicate effectively under pressure.
	21st October – 27th October

15:30pm-9:30pm 5:30pm-9:30pm 6:30am-2:30pm
	
	







	Week 5

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

	· Cross-functional learning between housekeeping and maintenance for seamless operations: It was then I began to look at how departments each overlapped with other jobs, such as making sure rooms got cleaned on time so they were ready for new guests. But the teamwork and coordination of which was the hallmark of this experience.
· Improved ability to manage high-pressure situations during sudden workload spikes: When there was a large group to check in all at once or during unexpected busy periods, I naturally allowed my priorities to shift as I would redistribute tasks to other team members. The ability to remain composed and resourceful in the face of sudden surges was key to keeping workflow flowing.
· Refined time management strategies for multitasking: But by categorizing these tasks by their most pressing priority, and then delegating appropriately, I created a systematic approach to managing multiple responsibilities. Using this strategy, I could still keep up the quality service level even with as many competing demands.
	28th October – 3rd October
5:30pm-9:30pm  6:30am-2:30pm
6:30am-2:30pm
	
	






	Week 6

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

	· Final week in the front office, assisted in training a new staff member: Based on that responsibility I was to mentor a new team member and teach them how to handle check-in and checkout processes, as well as familiarising them with basic guest questions. I had to be patient and clear my instructions for this task.
· Faced challenges balancing mentoring duties and routine responsibilities: The challenge was juggling my own workload and train somebody else. With two tasks to complete and a new ‘member of staff’ to learn I had to better split my attention effectively, otherwise one or both of them aren’t going well.
· Learned the importance of clear instructions and feedback: The task of training the new team member was broken down to smaller manageable steps with feedback that was constructive so the new team member learned quickly and accurately. This helped me learned the value of both being supportive and thorough in training others, so the great quality they will earn the next time this occurs.
	4th November – 10th November

5:30pm-9:30pm  6:30am-2:30pm
6:30am-2:30pm
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