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Friday 21th January -Thursday 27th January 2020
Department -Front desk

Work undertaken:

-Answering Telephone Calls
-Placing a call on hold and transferring
-Checking guests in and out
-Entering car registration 
-Showing guests the premises
-Demonstrate Making a guest key through Opera and Manually
-Hotel Tour,Room Types
-Marriott Bonvoy Loyallity
-Mobile Check-in
-Tidy up reception desk and ensure next shift has enough stationary
-Follow the main tasks on the checklist
-Taking payments under supervision 
-Pre-Arrival Planing
-Demonstrate AM Checklist
Self-Appraisal

 I feel confident with what I learned ,I enjoyed working with different people and seeing how things are run in a different environment. According to my mentor everything went well and I am very pleased about that. I learnt that the  pressure of this type of environment keeps me alert and concentrated. In this way I can learn more about the job and what it involves in time.



Strengths 
  
  For my fist time in such an environment I adapted quite quickly, considering the amount of business that they have.The computer program felt a little difficult but I managed to get ahead of myself by the end.I am happy that I could cope with all that a front desk jobs involves, but the knowledge comes in time so I have still a lot to learn.

Weaknesses

   I think that the most thing that I struggle most is to provide all the information that a customers needs when it comes to different requirements. There are a lot to learn and that needs time in the job. 

Lost opportunities

   I cannot say that I’ve missed much, I try to learn as much as possible. Those that were there helped me more than I have hoped and I managed to get as much as I could from them. Know I’m looking forward for my next weeks in conference and banqueting.



Plans for next week:
-To move on conference and banqueting department ,learn new thinks, and work with new different people.


