I'm not a robot

e



https://kodisujana.nurepikis.com/722413669161233744798603026646539772925970?sekuwititirurinumuxumorabifenakenefemogukotovizimejetuzemogapudowituvawuboparovapexujexug=lokinijolijegaposabajuzudidotosopekavibawalefodalomadenofubipabunasalonusenofegogixukureroverexarenatejebufovazilaseferubomixedigadeluvapasezejabojegutomobekugubarekebegurifulofikidebakiludumebikiripaf&utm_term=example+of+daily+journal+for+ojt+in+restaurant&pasidumisizolufapixorojasu=dutiziweluwonuburujavukifalalesidigokatiworerezajanobadoxajuwijizasiramazewisonijudotavoravanekexifuxawatokelopediziduvojibidefegafujuzufu














































In my first day of my ojt i feel so nervous as i entered the office, they orient me the rules and regulations and their dress code as well, then my supervisor assigned me in the public area. I expect to have new ideas as i work here as an OJT trainee that i didnt learn inside the classroom, i have experience a new environment and new acquaintances who
are professionals in every task that given to me. The most unforgettable and the hardest thing Ive experience is when Room Attendant taught me how to do beddings. I learn a lot of things in my ojt some of it i adopt and apply to myself and some of it helps develop my skills and enhance my knowledge. I was so thankful that i have my OJT in this hotel.
I learn to be more patient in every task that given to me, to be nice and humble in every person i interact and most of all to love my work. And lastly, the whole OJT experience was really a great memory to remember. All the working days, learn that the most important is the attitude, on how to deal with the other people, it is also needs knowledge and
skills and analyzing the situation or the task that has given to you. Need to learn from your mistakes, because mistakes can make you a better person. View all posts by Beast DrianYT Published January 28, 2020 1 INTRODUCTION On-the-Job Training (O]JT) helps the students how a job work and provide sufficient knowledge to the field they had
chosen. OJT is part of college curriculum that aims to train and orient students about their future career. OJT is very important not only to teach students their chosen career but to show students the reality about working. The goal of the OJT program is to place the participants in occupations that will enhance their prospects for long term
employment and will ultimately permit employment competencies, through exposure in an actual work setting, to the processes, work tasks, and tools and methods of a specific job or group of jobs (www.fao.org/fileadmin/user upload/ivc/docs/UnileverandProjectNovella.pdf, 2015). The hospitality industry is growing rapidly and in the last decades, the
industry has got much importance of vigorous process of expansion. It is expanding locally and globally as well as promoting its growth in a changing multinational environment. Hotels and restaurants are one of the key players in this industry. Privato Hotel is a 3-star hotel that offers internship program for concierge, front office, and housekeeping.
It boasts of 177 rooms designed in contemporary style. Most of its rooms have black-and-white decor, with hints of vibrant colors and patterns, and provides stylish ambience. The location is convenient to those travelling on business or on pleasure for comfort. Zuni Restaurant and Wine Bar is an organizations that offers training in dining, bar, and
kitchen departments. The restaurant offers a wide range menu to seduce the taste buds of their valued guest with great tasting cuisine. It features creative Continental and 2 Mediterranean entre that include tapas and offers a wide selection of wines from around the world. Objectives of OJT Generally, the trainee aimed the following objectives as she
entered her training period: 1. know the company profile of her training institution/s; 2. gain knowledge on the actual standard operating procedures of the department she was assigned to; 3. experience the actual work in hotel and restaurant setting; and 4. finish the required training hours on each training phase. Specifically, the trainee aimed the
following: A. Hotel 1. apply the theoretical knowledge acquired from classroom to become more responsive in the demands of hotel industry; 2. enhance her skills related in hotel operations; 3. practice the value of professionalism; and 4. finish the 350 hours on-the-job training requirement in hotel industry. B. Restaurant 1. apply the theoretical
knowledge acquired from classroom to become more responsive in the demands of restaurant industry; 2. enhance her skills related in restaurant operations; 3. practice the value of professionalism; and 4. finish the 300 hours on-the-job training requirement in restaurant industry. 3 Time and Place of OJT A. Hotel The trainee had her 350-hour hotel
training at Privato Hotel (Appendix 1, 2, and 3) located in Shaw Boulevard, Pasig City (Appendix 4). She was assigned under Housekeeping Department throughout her training period. Her training schedule varies every week. She would have 9a.m. to 6p.m.; 2p.m. to 11p.m.; and 9a.m. to 6p.m. schedule. She also experienced to have a graveyard shift
from 11p.m. to 7a.m. She would report for duty from Sunday to Friday. She had her training from October 27 to December 12, 2014 (Appendix 5). B. Restaurant The trainee conducted her 300-hour restaurant training at Zuni Restaurant and Wine Bar (Appendix 1, 2, 3) located at Unit 109-110, Ground Floor Level, Greenbelt 5, Ayala Center, Legaspi
Village, Makati City (Appendix 4). She was assigned in dining area and bar area for the whole course of her training. She was scheduled to report at 10a.m. to 7p.m., Friday to Wednesday. Her time was changed on her last week of training; her schedule became 12n.n. to 9p.m and 2p.m. to 11p.m. She had training from January 13 to March 1, 2015
(Appendix 5). 4 THE LINKAGE INSTITUTION A. Hotel Company Profile Privato Hotel (Fig. 1) is an Italian- inspired business and lifestyle hotel in Pasig City. It is strategically located at the Shaw Boulevard, Pasig City. The hotel has 177 guestrooms, four function rooms, three dining area and five floors allotted for parking area. Mr. Gabriel Perez, the
hotel developer/owner, established the hotel in February 14, 2014 with a concept of black carara, Italian yellow onyx, and Italian white marquina. The primary plan of the owner, together with Green Asia Real Estate and Private Properties Development Inc., is to have a condominium building in its current location; however, the plan was not achieved
and was therefore reconstructed to a hotel. The owner decides to have a partnership with Enderun Hospitality Management to manage the hotel and outsource its employees. The Privato Hotel is three-star hotel with elegant design and provides service of a five-star hotel. Mission The mission of the hotel is to be the worlds premier host, creating a
great experience for every person every time and to provide the finest facilities and services in the market while providing a good place to work for its employees and a reasonable return for the investments by its owners. 5 Figure 1. Logo of Privato Hotel 6 Vision Our ability to grow, innovate and deliver superb service, combined with our tested,
highly successful business model, positions us to perform well in a wide range of economic scenarios. Were looking forward to our future the best is yet to come. Goal Increase the hotels average occupancy level by two percent above the previous years level. Increase the volume of repeat guest business by 10 percent. Collect Guest Satisfaction
System (GSTS) card from 95 percent of all guest while checkout. Reduce Check-in and check-out times by two minutes. Management The personnel of Privato Hotel (Fig. 2) are competent in their line of work and can perform a multitasking activity. General manager. Mr. Mark Jose is the general manager of the hotel. He must provide the owner with
a reasonable return of investment, keep guests satisfied returning, and keep employees happy. He does not only focus on leading and operating the hotel department but also on aspects of infrastructure from room atmosphere to security. He is ultimately responsible for the performance of the hotel and the employees. He is the leader of the hotel. He
is held accountable for the hotels level of profitability by the owner. 7 Figure 2. The organizational structure of Privato Hotel 8 Rooms division manager. Mr. Ronald Engalla is the Rooms Division manager. He is responsible for the efficient and effective leadership and operation of the entire rooms division department. His concerns include: financial
responsibility for rooms division; employee satisfaction goals; guest satisfaction goals; guest services; guest relations; security; and gift shop. In Privato Hotel, his main concern is the operation of housekeeping department and front office department. Front office supervisor. Ms. Jen Schoeler is the Front Office supervisor of the hotel. She is
responsible in assisting the guest in all front office-related functions in an efficient, courteous, and professional manner. The front office-related functions are: sell accommodation; receive and welcome guests; liaison with other departments; and complete all activities related to guest service and comfort. Sales executive. Ms. Jamaica Puti, Ms. Aura
Castro, Ms. Kristine Gerona, Ms Hazel Cedila, and Ms. Anna Cristina Romero are the Sales Executive of the hotel. They are responsible in building the business by: identifying the business opportunities through identified prospects and evaluates the position of the hotel in the industry; sells products by establishing contact and developing
relationships with clients; and maintain good relationship with clients by providing support, information, and guidance. They also conduct researches to continuously improve the status of the hotel. Marketing consultant. The marketing consultant of the hotel is Mr. Kaken Buenviaje. His main responsibility is to create and implement marketing
strategies. He helps in the creation of a detailed marketing plan through the use appropriate marketing mix. He also performs the following activities: analyze the results of the survey or questionnaire; write reports; prepare proposals; develop communication strategies; carry 9 out marketing research; and keep the marketing department updated
with the latest trend in hotel industry. Banquet sales executive. Ms. Janeian Clavecilla is the Banquet Sales Executive of the hotel. She uses the market research information to enhance sales success with potential clients. She is responsible to coordinate the delivery of all food and beverage for functions held in hotel and all details pertaining to
functions being held in all banquet and meeting rooms in keeping with the standards prescribed by management. Engineering consultant. Mr. Ed Landingin is responsible to ensure that the work is complete to specification and required quality on time and within budget. He also performs variety of engineering tasks that is broad in nature and relate
to management of system design, risk reduction, implementation, and integration. Engineering staff. Mr. Dave Buenaventura, Mr. Arnel Domingo, Mr. Roy Garferio, and Mr. Rowel Rodella are responsible in preventive maintenance, repair, replacement, improvement, and modification of furniture, fixtures and equipment. Human resource executive.
Ms. Allysa Alillana conducts recruitment interviews and provide necessary inputs during hiring process as well as exit interviews for employees and records them accordingly; maintains HR records, such as those related to compensation, health, and medical insurance; trains new or existing employees; communicates and explains the organizations
HR policies to the employees; follow-up of confirmation records statutory obligations; conducts various welfare activities; liaise with all government agencies to ensure adherence to compliance; review job descriptions for all positions at regular intervals and updating them in consultation with the respective 10 managers; and engage with employees
on a regular basis to understand the motivation levels of people in the organization. Human resource consultant. Ms. Riza Rodero is responsible for performing advanced, specialized, and administrative duties. She acts as an internal consultant by analyzing and recommending solutions to human resources issues. She also develops, revises, and
implements human resource policies and procedures. Security-in-charge. Mr. Johnson Acosta is responsible for the security of the guests as well as the employees of the whole hotel. Information technology (I.T.) consultant. Mr. Kiko Aquino is responsible to integrate information technology systems into the hotel. He helps the hotel to improve profit
margins and get a higher return of investments through technology. B. Restaurant Company Profile The name Zuni (Fig. 3) came from the American- Indian tribe means graciousness and hospitality. It was founded by Prasad as one of the four restaurants founded by the company. Zuni Restaurant and Wine Bar opened in December 2007 and it is one
of the pioneer establishments in Greenbelt 5, Ayala Center, Makati City. Zuni Restaurant and Wine Bar is an elegant, casual dining venue which caters to the cosmopolitan consumer on the lifestyle center of Makati and surrounding areas. It offers beautiful environment with a relaxed atmosphere and a friendly ambiance that suit for people who seek
for a nice place to mingle and unwind in the heart of the metro. The restaurant was awarded by Tripadvisor as 2014 Certificate of Excellence in restaurant category. 11 Figure 3. Logo of Zuni Restaurant and Wine Bar 12 Zuni Restaurant and Wine Bar offers a menu sure to seduce the taste buds of its clientele with great tasting cuisine and flavourful
libitations. It features creative Continental and Mediterranean entres that include tapas and offers a wide selection of wines to delight the palate and soul of their guests. This vibrant restaurant offers culinary adventures and fine wines and promises to take the senses of their clientele to a place of enjoyment in a simple dining out, business meeting,
celebratory dinner, casual lunch, late night snack or just a night out. Mission To sell delicious and remarkable food and beverage to match our world class location, to consistently provide our customers with impeccable service by demonstrating warmth, graciousness, efficiency, knowledge, professionalism and integrity to our work. To have every
customer who comes through our door greeted or acknowledged within 20 seconds, and thanked at least once for allowing us to serve, and to leave impressed. To provide all who work with us the tools to be their best in a friendly, co-operative, and rewarding environment. Vision Within the next 12 months, Zuni will become known to be no.1 in
service, to have the best staff, and to serve world class gourmets. We provide fresh Mediterranean and Continental cuisines and beverages in a unique environment with friendly yet un-intrusive service to a high volume of customers through effective teamwork and communication. We acknowledge our customer on arrival and say thank you to every
customer at least once for choosing Zuni Restaurant and Wine Bar. 13 Values We acknowledge God's central role in our personal and professional lives. We are driven towards the best principles, practices, processes, and products that challenge the ordinary. We work together as a team, and value each other's contribution. We provide generous care
for others, offer them kindness, and anticipate their needs in advance--a thoughtful and sincere service that exceeds expectations. Management Figure 4 shows the organizational structure of Zuni Restaurant and Wine Bar. It is composed of proficient personnel that strengthen capabilities of the restaurant. Chairman/owner. Mr. Nandy Prasad is the
provider of financial resources to keep the business operational. He frequently visits in the establishment to ensure and to checks the operations of the whole restaurant. He ensures that the standards and policies are implemented and he regularly checks the monthly sales reports to evaluate the performance of the restaurant. Managing director. Mr.
Kevin Prasad is responsible for managing food costs, upholding menu standards, and controlling inventory. He strictly implements the standard and policies set by the chairman/owner to the restaurant. Directors. Ms. Joy Contreras, Ms. Mika Prasad, and Mr. Tony Toledo conduct regular meeting with the restaurant manager/s to endorse the policies
of the restaurant developed by the chairman and managing director. They monitor the performance of the restaurant by conducting regular visits. They also evaluate the performances of their staff. 14 Figure 4. The organizational structure of Zuni Restaurant and Wine Bar 15 General manager. Mr. Francis Dimaculangan is the General Manager of the
restaurant. He implements the restaurant policies, present good relation to the guest, and serves high standards that fit in a fine dining restaurant. He briefs his staffs prior to the operation of the restaurant if there are new policies and problems within the restaurant to prevent discrepancy and confusion of the staffs. He also handles guest complains
and solves it as much as possible to prevent bad impression to the restaurant. Restaurant manager. The restaurant manager is Mr. Jose de Guzman Jr. He is responsible for the operations of the restaurant. He leads all employees in their performance and he is in-charge if the general manager is out of work. Assistant manager. Ms. Carolyn Baldo is
responsible for the working schedule of the employees. She also handles reservations and catering services of the restaurant. Executive chef. Mr. Predencio Lazona has to ensure that quality culinary dishes are served on schedule and see to it that any problems are rectified once it has aroused. As such, the executive chef is responsible for approving
all prepared food items that leave his kitchen. He also changes the menu from time to time; to modify and create new menus as needed as so it remains effective for the purposes of the restaurant. In addition, he also performs administrative duties, including ordering of supplies and reporting to the general manager or restaurant manager. Sous chef.
Mr. Joel Matematico is the second in-command below the Executive Chef. He must lead other kitchen workers, remain organized and professional, and report vital information to the Executive Chef. He also assumes the role of Mr. Lazona if he is not around. Among his duties are: planning and directing food preparation; managing kitchen staff;
training and scheduling; expediting; and quality control. 16 Human resource manager. Mr. Lordelan Velasquez maintains and enhances the organizations human resources by planning, implementing, and evaluating employee relations and human resources policies, programs, and practices. Accounting manager. Mr. Ronald Velasco establishes
financial status by developing and implementing systems for collection, analyzing, verifying, and reporting financial information. 17 THE TRAINING AREA A. Hotel Department The Housekeeping Department is one of the largest areas in the hotel. It is considered as the heart of the hotel operation. This department is responsible to ensure the
cleanliness, comfort, convenience, privacy, safety, and hygiene of the whole hotel area. It is their responsibility to upkeep the guest rooms; public areas, such as, lobby, corridors and public toilets; management offices; employee locker rooms; linen room; and uniform room. The trainee was assigned in this department for the duration of her 350-hour
training. Structure of the Department The department is composed of housekeeping coordinator; public area supervisor; room attendant; public attendant; pool attendant; horticulturist; and leadman (Fig. 5). Housekeeping coordinator. Ms. Charmaine Saulon primary responsibility is to coordinate the daily housekeeping operations in the department.
She is responsible for ensuring the department achieves the highest level of service delivery through effective communication and follow up. She works closely with the other departments of the hotel. Leadman. Mr. Rhosmar Cerenio is responsible for the supervision of room attendants, pool and gym attendants, and parking and public attendant. He
monitors the use of cleaning agents and equipment in appropriate way. Horticulturist. Mr. Gio Guinzo is responsible for maintaining the grounds including plants and landscape, with a team of gardeners based in the area. 18 Figure 5. The organizational structure of Privato Hotel Housekeeping Department 19 Room attendant. Ms. Agni Villamor and
Ms. Luisa Arcilla must attend to the maintenance and upkeep of all guestrooms and service areas assigned to them. Pool and Gym Attendant. Mr. Emmanuel Valenzuela and Mr. Jhay Cruz is responsible to observe and ensure the safety of their guest in the use of pool area and gym facility. Public Attendant. Ms. Agni Villamor is responsible to the
upkeep and maintenance of cleanliness and orderliness in public areas assigned to her. Facilities Executive twin room. It is a 21-square meter room with two single beds, flat screen television with cable programming, telephone, in room safe, mini-bar, and airconditioning unit. It can access free Wi-Fi and free parking. It offers complementary coffee
set, two bottles of mineral water, three hangers, a hair blow dryer, two pairs of slippers and bath amenities (two bath towels, two hand towels, one bath mat, one tissue roll, hand soap, two dental kits, one shampoo and one body gel). The room rate is Php 5,800.00 and additional Php 350.00 per person for the inclusion of breakfast (Fig. 6). Double
deluxe queen room. It is a 28-square meter room with two queen-sized beds, flat screen television with cable programming, telephone, in room safe, mini-bar, can access free Wi-Fi, and air-conditioning unit. It offers complementary coffee set, two bottles of mineral water, three hangers, a hair blow dryer, two pairs of slippers and bath amenities (two
bath towels, two hand towels, one bath mat, one tissue roll, hand soap, two dental kits, one shampoo and one body gel). The room rate is Php 6,500.00 and additional Php 350.00 per person for the inclusion of breakfast (Fig. 7). 20 Figure 6. Executive twin room Figure 7. Double deluxe queen room 21 Executive king room. It is a 21-square meter room
with one king-sized bed, flat screen television with cable programming, telephone, in room safe, mini-bar, and airconditioning unit. It can access free Wi-Fi and free parking. It offers complementary coffee set, two bottles of mineral water, three hangers, a hair blow dryer, two pairs of slippers and bath amenities (two bath towels, two hand towels, one
bath mat, one tissue roll, hand soap, two dental kits, one shampoo and one body gel). The room rate is Php 5,800.00 and additional Php 350.00 per person for the inclusion of breakfast (Fig.8). One-bedroom suite with kitchen. It is a 56-square meter room with king-sized bed, living room, and complete kitchen area. It has a flat screen television with
cable programming, telephone, in room safe, mini-bar, and air-conditioning unit. It can access free Wi-Fi and free parking. It offers complementary coffee set, two bottles of mineral water, three hangers, a hair blow dryer, two pairs of slippers and bath amenities (two bath towels, two hand towels, one bath mat, one tissue roll, hand soap, two dental
kits, one shampoo and one body gel). The room rate is Php 9,500.00 and additional Php 350.00 per person for inclusion of breakfast (Fig. 9). Milano and Firenze Ballrooms. It is a 200-square meter room that can be occupied up to 120 pax for conferences and occasions. A rate of Php 10,000.00 for fourhour use includes linens or table cloth, percolator,
round table (for 10 pax), table center piece, banquet chairs (Tiffany Chairs), cloth napkin, white table cloth, and skirting, seminar chairs, sound system, amplifier, microphones, speakers, DVD player, LCD projector, collapsible screen, and flipchart white board with eraser and marker. A rate of Php 5,000.00 will be added for every succeeding hour
(Fig. 10). 22 Figure 8. Executive king room Figure 9. One-bedroom suite with kitchen 23 Figure 10. Milano and Firenze Ballrooms 24 Roma A and Roma B function rooms. It is smaller than the Milano and Firenze ballrooms with a measurement of 40-square meter room and can be occupied up to 30 pax, good for meeting and small parties. A rate of
Php 3,500.00 for four-hour use includes linens or table cloth, percolator, round table (for 10 pax), table center piece, banquet chairs (Tiffany Chairs), cloth napkin, white table cloth, and skirting, seminar chairs, sound system, amplifier, microphones, speakers, DVD player, LCD projector, collapsible screen, and flipchart white board with eraser and
marker. A rate of Php 1,750.00 will be added for every succeeding hour (Fig. 11). Pool area and gym facility. These are located at the roof deck of the hotel to provide a more relaxing and nice atmosphere. The pool area and gym facility is intended for the exclusive use of in-house guests of Privato Hotel. These public areas open from 9a.m. to 7p.m.
daily (Fig. 12 and Fig. 13). Verona Roof Deck (Verona Bar). It is an al-fresco bar located on the 23rd floor of the hotel. The guest can clearly see the Makati and Fort Bonifacio skyline. This bar serves different types of alcoholic beverages and appetizers (Fig. 14). Piazza Privato. It is a casual dining restaurant inside the hotel where the guest can
request for room service delivery. It is located on the 6th floor of the hotel and serves international cuisine. The Piazza Privato opens at 6a.m. and closed at 10p.m. (Fig. 15). Tools and Equipment All-purpose-cleaner. It is a type of cleaner that works on most countertops, sinks and stovetops (Fig. 16). Ceiling duster. It is a tool use to clean the
formation of cobwebs on the ceiling. 25 Figure 11. Roma A and Roma B function rooms Figure 12. Pool area 26 Figure 13. Gym Figure 14. Verona Roof Deck 27 Figure 15. The Piazza Privato Figure 16. All-Purpose Cleaner 28 Glass cleaner. It is a streak-free formula uses to clean the mirrors, windows, and other glass with less effort (Fig. 17). Grouting
brush. It is for cleaning in-between surfaces of tiles (Fig. 18). Microfiber cloth. This can be used to remove the visible dust on the surfaces. It can also be used to dry surfaces (Fig. 19). Microfiber mop. It works for many types of hard surface flooring. It is used to wipe the stains on the floor (Fig. 20). Rubber gloves. It is used to protect the hands while
cleaning, especially when using acid-based cleaners (Fig. 21). Scouring pads. The hard pad is used for scrubbing purposes only and the soft pad is used for cleaning painted surfaces, glass mirrors, and porcelain (Fig. 22). Toilet bowl brush. It is used in cleaning the toilet (Fig. 23). Vacuum cleaner. It is used to eliminate loose soil and dust particles
from carpet surfaces, upholstered furniture and even hard surfaces (Fig. 24). Standard Operating Procedure Allotted Time for each guest room: 30 Minutes Preparing for bed making Remove soiled bed linen from the bed. Look at the mattress pad / mattress protector to see if it is stained, torn or damaged. If it is not straighten it and make sure the
mattress and box spring are even. Get a clean mattress pad and place it on the mattress. Lay the fresh pad on the bed. 29 Figure 17. Glass cleaner Figure 18. Grouting brush 30 Figure 19. Microfiber cloth Figure 20. Microfiber mop 31 Figure 21. Rubber gloves Figure 22. Scouring pads 32 Figure 23. Toilet bowl brush Figure 24.Vacuum cleaner 33
Unfold the pad right-side up and spread it evenly over the center of the bed. Bed sheets and duvets comes in different size, be sure to use the correct size that fits in the bed. Make sure you have the correct size sheets. Do not use a stained or torn sheet. Place them immediately in your solid linen bag. Take two fresh sheets, one duvet cover and two
pillow cover / slips as per the bed size. Making the bed Pull the bed a little away from the headboard. Spread the 1st bed sheet and tuck the bottom side of the bed except for the four corners. Take the loose end of the sheet, about a foot from the corner at the head of the bed and pull it straight out, foaming a flap. Pull up the flap so it is flat. Tuck in
the free part of the corner. Put the 2nd sheet in the bed, fold the sheet in the two corners near the head board in to 1 inch and this will holds the duvet. Tuck in all corners of the bed. Make sure that it is tuck tightly, smooth and straight. Place the pillow on the bed with the tucked edges facing the center and the tucked flaps on the other side of the
pillows. Insert the pillows into the new pillowcase and tuck in the loose ends. Repeat this process for the other pillows. 34 Place the pillow on the bed with the tucked edges facing the center and the tucked flaps on the other side of the pillows. Smooth the bedspread over the pillows to the head of the bed. Smooth the surface of the bed. Check the
bedspread for evenness on both sides. Push back bed towards the side of headboard in the exact position. All the four corners of the bed are mitered properly. Bed linen is stain free and properly pressed. Bed has to be firm. Cleaning tiles Apply diluted cleaning solution on to the scrubber and scrub top to bottom ensuring dirt/hair are removed from
the tiles. Clean small area of the tile and grout and then dry with a sponge. Wet sponge with hot water and remove detergent. Tiles have to be cleaned daily with diluted Cleaning solution. Care has to be taken around toilet and bathtub to make sure all tiles are dry. Wipe all surfaces with a dry cloth. Materials required for cleaning (clean washcloth or
hand towel, a sponge, cleaning cloths, a stiff brush, and cleaning supplies) Make space for cleaning. Move guest toiletries when necessary. Move the guest toiletries with the washcloth or towel. Place a clean wash cloth or hand towel on that spot and keep the guest toiletries on it. 35 Wipe the fixture, towel racks, and other bathroom fixtures. Spray a
little diluted all purpose cleaner or APC in the washbasin. Scrub inside the washbasin and the tap fixtures with nylon scrubber. Clean surface area. Use a stiff brush to clean overflow holes in the sink as dirt often collects in sink overflow drains. Using a sponge wipe all the surfaces. Polish with a dry cloth to prevent water spots. Wipe dry with towel
discard the entire vanity counter, side shelves and inside the washbasin. No watermarks on the chrome features or the counter. Sweep and mop below the vanity counter. Vanity counter has to be spotlessly clean with no spots or marks. Cleaning chrome (Taps and fixtures): All chrome in the bathroom are wiped with a damp cloth, and then polished
with a dry rag. All chrome items are free of watermarks, smears, to make them shiny. These include the polished taps, showerhead, soap holder, toilet paper holder, and towel rack and towel rod. All chrome fixtures are cleaned and polished dry showing no smears, dirty marks or fingerprints. Cleaning mirrors Use a damp sponge with water only to
wipe the mirror. 36 Dry and polish the mirror with a dry cloth. Wipe entire area of glass. From a distance check the mirror for stains and marks and leave the mirror spotlessly clean. All glass surfaces have to be clean and shiny. Cleaning of drain Spray small amount of cleaning solution on the drain cores. Scrub with Scrubber on top and below of
drain cores. Clean and dry with wet cloth. Mop the drain cover and remove any ace of water from the drain cores or holes. Drain holes not to have signs of dirt building or moping. They are to be left smelling fresh. B. Restaurant Department Zuni Restaurant and Wine Bar allowed the trainee to have 300-hour restaurant training at the dining area and
bar area. The dining area allows the customer to enjoy the cuisines/dishes offered by the restaurant. The customer can choose from the wide range of menu from appetizer to desserts. In bar area, preparation of the ordered beverages is the sole responsibility of the area; from simple juices to specialty cocktails to expensive wines. Structure of the
Department The restaurant is composed of restaurant manager, captain waiter, wait staff, receptionist, bar captain, and barista (Fig. 25). 37 Figure 25. The organizational structure of Zuni Restaurant and Wine Bar Dining and Bar Area 38 Restaurant manager. Mr. Jose de Gusman, Jr. is the restaurant manager. He is in-charge of overseeing his
restaurant and is empowered to lead his team to achieve the objectives of the fine service. Captain waiter. Mr. Jayson Blas is in-charge of overseeing the works of the wait staff and the set-up in the dining area and communicates to efficiently deliver the prescribe standards of the service within their assigned station. Wait Staff. Mr. Colletes Villa, Mr.
Miguel Germino, Mr. Red Flores, Mr. Dennis Diaz, Mr. Alexandro Montemayor, and Mr. Roy Batoc are the wait staffs of the restaurant. They are assigned to a designated station and make sure that the prescribe standard of the service is being followed through. From taking of the orders to the delivery of the food to the benefit, convenience, and
satisfaction of the guest in the dining area, he is the one on the job. They are competent enough to deal with different types of guest and difficult situations. Receptionist. Ms. RV Jean Magsino is the receptionist of the restaurant. She is in-charge in welcoming and seating the guests making the guest feel that they are important and immediately attend
to their queries as they enter the restaurant. Bar Captain. Mr. Richmont Alejo is in-charge in supervisory tasks keeping everything intact and making sure that his subordinate complies with the standard operating procedures. Barista. Ms. Grace Maputi is in-charge in mixing alcoholic and non-alcoholic beverages local or international. She also
maintains the cleanliness and orderliness of the bar area. 39 Facilities Al-Fresco. This is the dining area outside the restaurant. It has an ambiance that is appealing to the eye because of its forest-like design. It is beside Greenbelt chapel. It can accommodate up to 30 pax (Fig. 26). Bar area. This is the area where all wines and liquors are placed. This
is also the place where all beverages, non alcoholic to alcoholic, are prepared (Fig. 27). Dining area. It is surrounded by expensive paintings made exclusively to Zuni Restaurant and Wine Bar. It can accommodate up to 40 to 45 pax (Fig. 28). Function room. It is a place where business meetings or gatherings were being held. A group of guest can
have their reservation hours or days prior to their event. It can accommodate only 10-16 pax with Php 10,000. 00 consumables (for the foods and drinks) exclusive of service charge. It is used as an extension if the restaurant is fully booked (Fig. 29). Kitchen. It is a place where the ordered dishes are prepared and cooked. The Executive Chef, together
with his Sous Chef, leads all his staff to cooking excellence (Fig. 30). Mini bar. It is a station where the draft beer and local beers are placed (Fig. 31). Tools and Equipment Aerator. It is used to aerate wine that releases its optimum aroma and flavor. The bar station wine aerator comes with a purpose built stand and drip-tray to allow easy wine
decantingwithout the mess. This includes stand, aerator, vacuum stopper and travel pouch (Fig. 32). 40 Figure 26. Al-Fresco Figure 27. Bar Area 41 Figure 28. Dining area Figure 29. Function room 42 Figure 30. Kitchen Figure 31. Mini bar 43 Figure 32. Aerator 44 Bar spoon. This is a spoon with a long handle used to stir mixed drinks in tall glasses.
It can also use the back of the spoon for layering drinks (Fig. 33). Bottle opener. It is used to open a bottle. Every bartender should have a bottle opener as this is considered as one of the main tools of the bar (Fig. 34). Cabinet station. It is the storage area of cutleries, plates, and condiments (Fig. 35). Cocktail muddler. A metal stick used for muddling
ingredients. It is used to crush cherries and mint leaves for some mixed drinks (Fig. 36). Cocktail shaker. It is used for shaking mixed drinks (Fig. 37). Cocktail strainer. A strainer is used with a Boston shaker to strain mixed drinks. It helps a lot when straining into several glasses. The standard shaker has a built-in strainer (Fig. 38). Cutleries. This
consists of spoon, fork, and knife that are used to set up tables (Fig. 39). Espresso machine. A machine used for making espresso and other coffee beverages (Fig. 40). Jigger/measurer. This is the measuring cup used in alcoholic beverages. The most common is the double ended jigger with 10z and 10z measuring cups (Fig. 41). Le Verre de Vin. It
preserves sparkling wines and champagnes for up to 21 days by automatically delivering a calibrated infusion of carbon dioxide to an open sparkling wine bottle, retaining the carbon dioxide as a head of pressure ensuring the natural fizz stays locked into the wine (Fig. 42). 45 Figure 33. Bar spoon Figure 34. Bottle Opener 46 Figure 35. Cabinet
station Figure 36. Cocktail muddler 47 Figure 37. Cocktail shaker Figure 38. Cocktail strainer 48 Figure 39. Cutleries Figure 40. Espresso machine 49 Figure 41. Jigger/measurer Figure 42. Le Verre de Vin 50 Menu book. It is a list of wide range selection of dishes from appetizers to desserts that the restaurant offers (Fig. 43). Oval tray. It is used to
carry dishes, beverage, and used for bussing out used plates and glasses (Fig. 44). Service plate. It is used to place the utensils on setting up the tables (Fig. 45). Standard Operating Procedure in Dining Area 1. WELCOMING GUEST Always make eye contact and greet the guests with a sincere smile. Mention the guest name if it is known to you.
Avoid crossing or folding arms, poor posture and no eye contact. These are examples of negative body language. a. Seating the guest Pull the chairs to help the be seated Put the napkin on their lap from the guest right side Present the menu - Children first, women, men - Always hand over the menu from the guests right side b. Water should be
served immediately followed by bread (very hot), butter and special dip Never give guest with incomplete set up. Avoid seating guest on wrong tables. It is very embarrassing being transferred from one table to another. Never interrupt guest conversation with petty things 51 Figure 43. Menu book Figure 44. Oval tray 52 Figure 45. Service plate 53 2.
ORDER TAKING a. Before order taking - While the guest is looking at the menu, take a few steps back so as not to pressure them or check on other guests and come back after a few minutes. - Ask the guest if they are ready to order. - When taking the order, either ladies first or the guest of honor followed by the males. Also regarding age: eldest to
youngest. - Make sure each order has been made clear before moving to the next person. b. After order taking: The O.S - Write down the order clearly with proper table number, date and name of guest if possible - Use the seat numbering method - After the order is placed in the kitchen, immediately set up the appropriate utensils for each dish. o
Always repeat the orders before leaving and placing their orders at the kitchen o Never interrupt a guest when they are placing their orders o Never leave your areas unattended. 54 3. SERVING GENERAL RULE: - Anything that goes ON the plate like pepper, sauce (OTS), etc, should be served from the left - Bussing out dishes always from the right.
a. BEVERAGE Right side b. SOUP/SALAD/APPETIZERS: Left side c. MAIN COURSE: Left side Put the plate on the table with the main ingredient nearest to the guest. d. DESSERT: Left side o Constant refill of water to ensure on guest tables o Avoid groupings among service staff. It creates a negative impression for dining guest. o Before dishing out
empty beverage glasses, make sure to excuse yourself and ask guest if they would like another drink. Standard Operating Procedure in Bar Area After the first order, ask the guest if it is separate bill. Explain if there will be a conflict with the promo mechanics, if they want to avail it. Every order should have a different order slip. NO MORE TIC-TAC
system. 55 Inform the guest about their bottle keep if theres any once he/she is seated. For additional order especially for food sharing, the person who ordered the item should be asked to confirm who charge for that item. Late comers in a group should be asked if he/she will have a separate bill. Bottle keep should be properly recorded on the Bar
book. There should have proper endorsement to the bar reliever before taking break. Dont forget to advise the bar guest about last order for our happy our promo. If the guest asked for the bill verbally confirm all orders and transactions before printing the bill. Inform the guest if they still have unconsumed drinks (glass or bottle). Bartender should
give a confirm OS directly to the cashier and explain if there special instructions. Advise or explain to the bar guest if there will be changes on the bill, before presenting the printed receipt. All-the-Time Happy Hour privileges of certain guest are not transferable to another guest. No excuses on our corkage. 56 TRAINING EXPERIENCE A. Hotel Daily
Journal The trainee had her training at Privato Hotel. She started last October 27 2014. Ms. Alyssa A. Allilana, the Executive Assistant to the General Manager and Human Resource Executive, oriented her and her co-trainees about the company profile of Privato Hotel. She told them the three important attitudes of a good housekeeper; as a
housekeeper, she must always smile, be presentable, and be productive and effective trainee at all times. Ms. Alillana tours the trainee on different rooms and facilities of the hotel. She required her to wear black polo shirt, black slacks, black shoes, and their name plate. On her first day, Sir Joel Gainuard, the operation manager, explained how to
clean and take care of every facilities and equipment of the hotel. He required his trainees to wear a watch and have their notepad with pen to write down notes on their assigned rooms. Sir Joel told them that there are seven status of a room. These are: check out room (C/O), occupied dirty (O/D), vacant dirty (V/D), vacant clean (V/C), inspected room
(I/R), make up room (MUR), and do not disturb room. (DND) Privato Hotel had six regular room attendants. Every room attendant has two to three interns to finish the clean-up of guestrooms. Each attendant has assigned to clean the rooms on every three floors. They are responsible for the cleanliness of their assigned floors. On her second day of
duty, Ms. Kien Sabsalon and Ms. Kim San Antonio, senior trainee of the hotel, taught her the standard operating procedure on cleaning the room 57 including the set-up of towels and amenities (Appendix Fig. 1 and 2). She, together with the senior trainees, cleaned seven rooms on her third day. She was also assigned to clean the public area such as,
lobby, public comfort rooms, office rooms, and parking. She must monitor the cleanliness of the abovementioned areas after three hours. On the second week, Sir Joel asked the trainee, Ms. Divine Joy Roxas, Ms. Patrica Llanes, and Ms. Genelyn Gutierrez to do the inventory of all the linens used by the housekeeping. Ms. Llanes and Ms. Gutierrez
came from Rizal Technological University (RTU). Sir Joel instructed them to count flat sheets and towels (this includes bath mat, bath towels, face towels, and hand towels). The trainees had to make sure that the total number of linens is equal from the stock linens, issued linens, and returned linens (Appendix Fig. 3 and 4). There are three kinds of
linens that were separated in each divider or shelf: it is Executive King (EK), Double Deluxe Queen (DDQ), and Executive Twin (ET). The size of duvets was the same all throughout. On this week, they were called as housekeeping steward. They received calls from the Front Office and from room attendants that were requesting linens to replenish and
to replace the soiled linens with clean linen. On her third week, she was still assigned as one of the housekeeping stewards; but this time, they had to include the amenities in their inventory. However, her Housekeeping Coordinator, Ms. Charm Saulon, given her a task to clean the offices of front office department, sales and marketing department,
and management information system department. Every 9a.m., she has to pick-up the garbage on the said offices. She was assigned again to clean the guestrooms on her fourth week. The trainee and Ms. Irish Fabionar helped Ms. Agni Villamor. Maam Agni taught them techniques 58 in cleaning the guestroom as quickly as possible. The trainees did
the make-up room (MUR) service. The procedure in MUR is the same as cleaning a check-out room; except that the amenities provided only includes soap, shower gel, and shampoo. The trainee had her first tip (in Korean Won) from their Korean guest. On this week, the trainee experienced the graveyard shift. The shift starts at 11p.m. and ends at
7a.m. On this period, she collected all linens used from 8th floor to 19th floor as well as the garbage in every pantry. She used the service room attendant elevator to perform her duties. She also cleaned the lobby using floor polisher; parking area, and public comfort rooms. She was assigned by Ms. Saluon to teach the new set of trainees on her last
week. She taught the newbies how to clean the room properly without consuming too much time. She told them to keep all the cleaning materials in proper order. The trainee continued her duties until the last days of her training (Appendix 6 and 7). Tasks Performed The trainee was assigned in the Housekeeping Department. Her primary task was to
help the room attendants in maintaining the cleanliness and orderliness of the hotel. She was also assigned to organize the linens and amenities used in the hotel guestrooms and answer phone calls from Front Office to know what rooms are needed to be cleaned and to respond on guests requests. Observed Strength and Weaknesses of the Training
Area The Housekeeping Department of Privato Hotel provides relevant training experience to enhance the housekeeping skills of their interns. Aside from the usual housekeeping chores, the department allowed the trainee to answer phone calls coming 59 from the Front Office. The department also taught the trainee to conduct simple inventory on
linens and amenities. The trainee saw the weak spot on its training area. The department has six room attendants to clean 177 guestrooms. The department rely heavily on their trainees to perform the tasks of a housekeeper. The department do not have locker room for the safekeeping of the trainees valuable belongings. Insights The apprentice
realized what her future job works is, she experienced the reality of working, and she consider it as a challenging task. The health of the worker should be given importance because every day, he has to clean check out rooms for 30 minutes. The trainee realized that working in a hotel as a housekeeper is enjoying, interesting, and tiring. Challenges or
difficulties before, during, or after the training The trainee had experienced mistakes on the duration of her training. The most unforgettable is when the trainee received a phone call from Food and Beverage (F&B) Department. The personnel requested to have two trainees to help in cleaning the function. Knowing that the work is beyond the job of
the housekeeping, she ignored the request. After sometime, the Front Office called again to request the trainee to help the F&B department. She met the employee who requested to them and the employee gave her a sponge. The employee told her to scrub the wall, at first she taught that she did the right thing; however, the assistant manager
reprimanded her for her actions because she was not doing the right procedure. 60 Suggestions for improvement The trainee suggests that the hotel should hire more employees to further attend the needs of their guests. The hotel accepts many trainees to do the chores in housekeeping department and it failed to notice the potential of outstanding
trainees to be their future employees. The hotel should also have their own laundry area to be sure that linens are totally cleaned leaving no stains at all. Suggestion/s to solve the problem encountered by the student The trainee responded to her shortcomings by accepting her mistakes. She knew that by accepting, she was humbling herself and took
her mistakes as lessons in life. She also avoided doing the same mistake again. B. Restaurant Daily Journal The trainee conducted her 300-hour restaurant training at Zuni Restaurant and Wine Bar. Ms. Carol Baldo, the assistant manager, introduced her to the personnel of the restaurant. She also conducted a mini-orientation about the policies, rules
and regulations, and company profile of the restaurant. Her first assignment was to be a wait staff in dining area. Mr. Jayson Blas, one of the captain waiters, told her to observe the routine in the dining area. She noticed that the first thing to serve on their customer is water followed by the bread, butter, and special dip. He told her to never fail to
greet their customer either good morning, good afternoon, or good evening. Captain Jayson, as she called him, taught her the operations in the dining area. He showed her how to do the table set-up of the restaurant (Appendix Fig. 5). He also told her to memorize and understand the menu of the restaurant since the 61 dishes offered by the
restaurant is Continental and Mediterranean cuisine as well as the table number and the capacity of each table number. On her second week, her schedule was from 10a.m. to 7p.m. The opening schedule has the following responsibilities: clean and arrange the tables and chairs; clean the candles; place the tablecloth in Al-Fresco; and place the
centerpiece, tissue holder with tissue, and salt and pepper on top of the table. In setting up the table in dining and Al-Fresco, the trainee has to make sure that the folded napkin is free from any kind of stain; if the folded napkin do have a stain, it should be separated immediately and it will belong to the condemned item. Condemned item such as,
folded napkin, is used to cover the serving pitcher. All personnel should eat before lunch hour and before dinner hour. As the restaurant opens its door to welcome its guests, the trainee would led the guest on their table and ask the guest what type of drink he/she wishes to be served. If they requested water, she would fill up their water goblet. Then
she would served hot ciabatta bread, butter, and special dip. Captain Jayson showed the other table arrangement used by the restaurant on her third week. He also demonstrated their procedure in taking an order. Their procedure is: greet their guest with warm and sincere voice; assist them into their table and let the female guest seats first; place
the table napkin on their lap using the right hand; present the menu book and while waiting for his/her order, offer the guest something to drink; if the guest is ready to order, take first the order of the female guest then the order of the male guest; and take note of their table number as well as the number of person/s occupying the table. The table
arrangement will change if the guest ordered an executive menu (includes appetizer to dessert, excluding beverage). The first course to be served is 62 appetizer followed by soup or salad, main entre, and dessert. Mr. Dimaculangan told the trainee to be attentive at all times as there was no exact time to serve the next course. The clue in serving the
next course is when the utensils were placed on the side of the plate. He also said that the waiter should wait for his guest at least 15 minutes before he could serve the next course. Mr. Jurlan Tabilog, the other captain waiter, taught her to handle wines (Appendix Fig. 6). He demonstrated how to open and pour wines. He also told her the different
varieties of wine aside from the basic red wine and white wine. She also learned the five Vs of wine: the Vintners name; Variety; Vineyard, which is the place where the wines made; the Vintage, which is the age of wine; and the Volume of the wine. Captain Jurlan, as she called him, told her to remember the Soup of the Day so that when a guest asks
for the Soup of the Day, she can answer it confidently. She has to remember also the special dip ingredients which are olive oil, anchovies, tomatoes, red bell pepper, green bell pepper, shallots, balsamic vinegar, and salt and pepper to taste. He also gave information about the codes used in Zuni; for example, sole86 meaning the sole is out of stock;
sole means the white meat of fish. They are using codes to avoid negativity. The trainee was assigned to arrange the flower to be displayed in the entrance door. This was the time of Valentines Day. The restaurant was fully booked and all the staffs were busy preparing different table arrangements. The general manager came to the restaurant and
gave a short briefing on the trainees and employees on how to be more effective on their work. He gave a technique in serving tables as many as possible. On the following week, the trainee was assigned to the Bar Area. Ms. Acel Maputi, the barista/bartender, taught the trainee the tools and equipment used in the area. 63 She showed the places of
different wines, beers, liquors, and sparkling water, to easily locate when a guest ordered for their drink. Ms. Acel let her to make juices and shakes while she instructed the measurement. Ms. Acel taught her the different cocktail mix. The most common cocktail mix is the Classic Mojito (Appendix Fig.7) and Lychee Martini. She also learned to make a
latt and cappuccino (Appendix Fig. 8). Sir Goimon Alejo, the bar captain, showed her how to communicate with their bar guest. A bartender should be talkative and always place a smile on their face. On the fifth week, Miss RV Magsino, the receptionist, taught the trainee how to communicate and sell menu to their guest. The trainee was shy on her
first try as a receptionist. She has to deal with their foreigner guest and she is unfamiliar to the ingredients of the dishes served by the restaurant. She tried to overcome her shyness by understanding the menu and by having additional self-confidence. On the following days, she gracefully interacts with the guest who was looking for the menu and she
assisted four groups of guest in two days. On her last week, the trainee was assigned again to the bar area and she learned to make other cocktail mixes. She found this week as a lucky week because one of their regular customers gave her a calling card. It was the calling card of Mr. Rene Austria, an executive of CF Sharp. Co. The company is located
in Intramuros, Manila. CF Sharp. Co is a shipping company. Sir Alejo told the trainee to grab the opportunity because the previous receptionist of Zuni is now working in that company with the help of Mr. Austria (Appendix 6 and 7). 64 Tasks Performed The trainee was assigned in the dining and bar area of the restaurant. Her tasks were to set-up the
table; refill the water of the guest; and serve bread, butter, and special dip. The trainee was also assigned in the bar area wherein she made fresh juices, shakes, cocktail drinks, espresso, cappuccino, and latt. She also served simple to expensive alcoholic beverages on their customers. She also experienced to be a receptionist. Her main work was to
assist the guest and give information about the promos and menu of the restaurant. Observed Strength and Weaknesses of the Training Area The trainee noticed that personnel of Zuni Restaurant and Wine Bar show professionalism in terms of their work performance. She also noticed that they use the used wine cork in making a tissue and toothpick
holder. The opened wine, if not sold or emptied after five days, the bar captain will gave it to the kitchen to be used in their cooking activity. Insights The apprentice realized that working in the restaurant is not easy as it seems. It is difficult for her because she was required to stand almost the whole day and only given one hour break. As a wait staff,
the quote patience is a virtue really applies because she must do a multitasking activities. She also has to deal with the different tasks she was assigned in. Despite of the difficulties, she enjoyed her training as she enhanced her knowledge in food and beverage operations. 65 Challenges or difficulties before, during, or after the training The trainee
encountered problems on the course her training. One problem that she experienced was when she set-up the table. She had placed the utensils in improper order and places. The general manager was dissatisfied on the work of the trainee and he rearranged the utensils in proper order. The general manager reprimanded the trainee and told her not
to make a thing she does not know. She asked for pardon and she requested the other waiter to set-up the table. The trainee had encountered another problem in the dining area. The guest called the trainee to take his order and said he wants the Octopus Carpaccio. She said to the guest that she would call a waiter to take his order. The trainee
thought that the guest had told about his order to Ms. RV; so when their ordered came, they only served the order of his companion. The assistant manager gave Soup of the Day complimentary to the guest to ease the tension. The assistant manager told the trainee that if the guest had given their order to her, she must inform the waiter that will take



her place in order taking or she must immediately call the waiter before the guest can order their meal. Suggestions for improvement The trainee cannot say anything more for the improvement of the restaurant because the personnel were performing their work at its highest quality as possible. They were trained to be competent and to give
excellent customer service. They are professional and kind towards her. As for the establishment, the restaurant itself continuously provides and improves the ambiance it offers. 66 Suggestion/s to solve the problem encountered by the student The trainee must be attentive at all times to avoid mistakes. She frequently commits mistakes for being
absent-minded. She must also learn to handle pressure and stress with confidence and composure. 67 SUMMARY The trainee finished her 650-hour training requirement at Privato Hotel and Zuni Restaurant and Wine Bar. She conducted her 350-hour hotel training under Housekeeping Department of the hotel. In her hotel training, the trainee
applied her theoretical knowledge in housekeeping into actual practice. She was able to clean a guestroom and do bed making alone. She also experienced to clean the public areas of the hotel such as, corridors, lobby, and parking area. She did not only enhance her skills in housekeeping, but also, she enhanced her interpersonal skills. She was able
to communicate well with her co-trainees, employees of the hotel, and to its guests, particularly foreigners. She also developed her confidence and learned how to handle undesirable situations that is inevitable to happen. Her training also taught her to act professionally. It taught her to come on time, be responsible at all times, and provide quality
customer service. Her 300-hour training on restaurant was spent in dining and bar area. She enhanced her knowledge and skills in food and beverage operations as she was further trained to do table arrangement and order taking. She was trained to prepare simple juices and shakes to complex mixes of alcoholic beverages. She was also trained to
be optimistic at all times despite of the errors she had done as she took these errors as her lessons. She was able to improve more her self-confidence as her training requires more on customer interaction than in hotel training. 68 REFERENCES Company Profile of Privato Hotel. Retrieved on January 2015 from The complete list of House cleaning
supplies and equipment. Retrieved on January 2015 from Housekeeping attendant Standard Operating Procedures Retrieved on March 2015 from Definition of Housekeeping in a Hotel Retrieved on January 2015 from The Food service Industry. Retrieved on March 2015 from Company Profile of Zuni Restaurant and Wine Bar Retrieved on March
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up early in the morning today and I came early in the Minergy. I am anxious because its my first day of OJT. Tension runs after the orientation made by the vice president of human resource department Dr. Dulce de Esperon because I find him strict when it comes to the rules inside the institution. Ms. Dulce then introduces us to the employees of the
finance and admin where we will be assign. Since it is our first day smooth works were given like filing of check vouchers and being told of where the check vouchers are located and how to use the photocopy machine. April 14, 2014 Dear diary, I am excited today on what thing would Ill be doing. The second day of OJT, I together with Maam Karla
went to the stock room to get the BIR expandable tax that she need because the deadline of the payment of tax is fast approaching. As I look up, I was amazed seeing the files from 1993 2013 are still alive and preserved by the employees. April 15, 2014 Dear diary, I file the 2013 check vouchers that are not yet filed. I photocopy the check vouchers
for filing purposes and check the check vouchers that are present. In filing the check vouchers I learn a new way of filing it so that the folder will not be damage. April 16, 2014 Dear diary, Today and the previous days we are busy photocopying because payment of taxes is near and the BIR vat in 2013 are needed by Maam Karla as a reference and it
is one of the requirements of BIR. Filing of check vouchers is also busy because the finance and admin employees are busy they werent able to arrange and photocopy those documents thats why we have given those task . April 21,2014. Dear diary, I feel nervous and excited at the same time because I have given a job to post the accounts of general
and subsidiary ledger in the book. My job wasnt finished because some of my boss raise some duties like photocopy of 2307 forms and check vouchers for filing purposes. There are two kinds of machine use in photocopy. The new machine had a good quality and it was bought on March 2014 . The old machine had really unpleasant quality and I have
proven it since I had already use it during this day. April 22,2014 Dear diary, [ am energized to finish the general ledger accounts because I have to post the subsidiary ledger accounts. The same thing happen because one of my boss again ask some help on getting the check vouchers so that she could use it as a source of information on the work shes
doing. April 23, 2014 Dear diary, I am excited today because I will continue to do posting in the subsidiary ledger. Before doing so, the accountant told me to check the accounts on the general ledger because she saw some accounts were not recorded yet. Before I proceed to the subsidiary ledger, I continue posting the remaining accounts of general
ledger. When I am going to post on the subsidiary ledger, Maam Sitti ask the accountant to lend me for awhile to help her arrange the documents in alphabetical order urgently. Maam Cielo who is working on the purchasing department give me a task of photocopying the 2307 forms after I finished the arrangement. April 24, 2014 Dear diary, I have a
pleasant day today since yesterday I had already finished recording the general ledger accounts and had been double check it. Today I had successfully proceed posting the subsidiary ledger. I feel nervous during posting the accounts because I have to do it neatly but because its my first time I had few erasures. Compare to the accounts of general
ledger, subsidiary ledger accounts are a lot. I still didnt give up on finishing my task efficiently but then again a day is not yet enough to record all those accounts in subsidiary edger.April 25, 2014 Dear diary, I am really grateful today because I become part of the celebration of the 19th anniversary of the minergy company that is simply called as
minergy day. The celebration was open with the thanksgiving mass. I am one of the singers in the choir during the mass. I really felt awkward because I dont have nice voice at all but stll I really enjoy the day seeing the employees running, thinking and solving on the fulfilment of the game amazing race. I am thankful I become part of the Minergy of
whom profit is not the no. 1 purpose but to give the people their daily need and that is electricity. April 28, 2014 Dear diary, I already finished posting the accounts in general ledger last Thursday so I continue on footing and checking the balances whether it appears the same with the reference I have but it seems the pre-operating expense account is
not similar with the book but still I give it to the accountant and address the problem regarding its imbalance amount. The accountant then told me to proceed with the subsidiary ledger because she would take care of it thats why I proceed on recording the accounts in the subsidiary ledger until the time run out.April 29, 2014 Dear diary, This day is
also the same with the other day. I unable to finish the task assigned because there are also additional task given to me like photocopying of the form 2307 and check voucher for filing purposes. I have ask to arrange the check vouchers from oldest to latest since they would use it as a source in doing the financial statement.April 30, 2014 Dear diary, I
am relieve today after finishing the subsidiary ledger. I first record the accounts then I do the footing and check if the balances are the same with the reference I have but it wasnt. I discover some accounts are mistakenly put on the wrong side thats why there are imbalances on other accounts but because the accountant is not there, I was unable to
approach her on that issue. Then after a few hours she came and I told her the problem and she replied that she would take care of it.May 2, 2014 Dear diary, Everyday is really a busy day in the Minergy. I do the filing of check vouchers and photocopy the documents. Maam Meia present to us the bank reconciliation of the company with different
bank but the BPI bank were just being ask to check if the amount were the same with the reference we have. May 5, 2014 Dear diary, Today I did the same thing as what I did yesterday. Filing of important documents of Minergy and it is not just one or two but its plenty. Photocopy of 2307 form and contracts. Checking if the same amount exist with
the bank reconciliation of the company minergyMay 6, 2014 Dear diary, I feel bored already of doing the same thing but still I have to maintain a mind when I had my first day the vision of learning new things and the emotion of excitement so that I can fulfil my duty every day. I did the same thing filing of check vouchers and photocopy again. At
exact time I end my photocopy duty,Maam Sitti requested me to encode the information needed to make the official receipt of Manila. I learn that they have this system called IAS which is a system were they encode the information to make official receipt and check vouchers.May 7, 2014 Dear dairy, I photocopy and file Cabulig documents. Maam Jem
ask me to post the accounts on the cashbook and some of this accounts have vat. The accounts with vat have different way of posting the non-vat accounts. May 8, 2014 Dear dairy, I file the important documents of Minergy and arrange the files in its proper arrangement. I fill in the information needed to make a deposit slip. I thought making deposit
slip is simple but there is a system serve as a connector of all the transactions in Manila and CDO so you must be careful in each account. Maam Ethyl who is the senior accountant ask us to find out what are the composition of the particular balance. These accounts are the accounts payable of the Minergys suppliers.May 9, 2014 Dear dairy,
Photocopy the business permits and basic contracts are ask by my Kersten and this abundant papers were being file into a huge clearbook for insurance purposes. These documents will be submitted to Manila . Maam Sitti then appeal to file the delivery reports but because I run out of time it wasnt finish.May 12, 2014 Dear dairy, Ample of paper
works to file were remain last Friday May 9, 2014 after I run out of time. The delivery reports are really plenty because it was still dated 2013 that wasnt file because Maam is too busy doing other things. I photocopy audited financial statement and 2307 forms and arrange journal vouchers. May 13, 2014 Dear dairy, Maam Kersten wasnt finish yet
with the compliance of insurance so I help her out on through photocopying the statement of account, audited financial statement and articles of incorporation. After that work another job is presented and that is to list the vat from different suppliers. I really had hard time on my next work because I together with Ms. Odal my co-ojt have to find and
pull out the SSS folders from 1992 to 2013. Reaching out to Maam Vallejos by pulling out the SSS files from SSS folders that are located on the stockroom is our 3rd work . Although its a tough work on carrying such huge folders, we are still ease our tiredness seeing our boss happy. May 14, 2014 Dear dairy, I file the check vouchers 2013 today after
my boss had use it and photocopy the plants and trees waiver. We werent able to finish photocopying the SSS files so we continue to do it and ended up 12 noon. After photocopying, we return the files to its proper arrangement and return it to the stock room.May 15, 2014 Dear dairy, I file minegy documents and photocopy them. Maam Vallejos ask
to file the 2307 form from 2013 2014 , oldest to latest and in alphabetical order of the suppliers. She then ask to find the Mundipharma supplier but unfortunately I didnt found it. May 16, 2014 Dear dairy, I file the 2307 forms on the year 2014, since it is still 2014 there would be more 2307 forms to come. I photocopy the check vouchers of Maam
Karla and the tial balance of Maam Sitti. I file again not 2307 forms but a journal voucher.May 19, 2014 Dear dairy, I file check vouchers and photocopy a bountiful deed of sale document. I find the check vouchers Maam Karla looking for. I create a check voucher using the computer and I find it little frightening and fun because what if I put it
erroneously but still I double check the check vouchers to avoid such errors. May 20, 2014 Dear dairy, Today I experience a new task and that is to cut important stickers. Those stickers have printed different names with corresponding position in the institution of each superiors in Minergy. I really consume a lot of time because aside of its plenty, it
is also small. I photocopy DTR and arrange Cabulig files.May 21, 2014 Dear diary, It is a tiresome day today. Our duty all day is photocopy the EDCOP payments, 1st, 2nd and 3rd quarter of 2011 and 2012 check vouchers, official receipt, CPR, billing invoice and sales invoice. The time is not enough to photocopy those entire file thats why 1st, 2nd and
3rd quarter of 2011 and EDCOP payments are the files we successfully photocopied. May 22,2014 Dear diary, My job on photocopying the check vouchers of Manila hasdone quickly. One day is really enough to photocopy and file it all but stillthis job wouldnt finished easily without the help of my co-ojt thats why I amthankful to have her right by my
side. Thanks best friend Apple Grace B. Odal. May 23, 2014 Dear diary,Since I finished on the check vouchers of Manila, I amnow on the check vouchers Cagayan of Cabulig. Maam Karla ask to help her ontagging the office furniture and fixtures to its respective custodian , so Iset aside the photocopying, while doingtagging I discover different plant of
the Minergy which are the Wartsila andSulzer. At first, I thought those buildings contain only machines and too smallfor the machines but Im amazed after seeing there are also offices located on thebuilding and they have managed to avoid the noise of the machines coming insidethe offices of the engineers. The tagging of custodian is being done in
orderfor them to know who owns specific furniture and if ever it need repair thecustodian is responsible to it. May 26, 2014 Dear diary, Cabulig files are really many. A week is not enough tophotocopy it all thats why I am still continuing the work of photocopying thecheck vouchers Cagayan of Cabulig. Maam Sitti requested to encode all theManila
check vouchers urgently. I check the date, the check voucher number, the amountand its particulars if its the same with the reference I have becausesometimes I mistakenly put a different information so I am really careful oninputting data on the MIAS. After doing so, I proceed on filing the Apriljournal vouchers. May 27, 2014 Dear diary, Today the
same job is what Im doing. Photocopy is still presentbecause my superiors are back tracking from 2011 about Cabulig files that isbeing requested by their superiors in Manila. There are certain informationthat Manila needed and only doing back tracking can solve the certain issue.After photocopying all the check vouchers Manila, I file it with care
becausethe papers and folders are already partially ripped down. May 28, 2014Dear diary,May 29, 2014Dear diary,May 30, 2014Dear diary,June 2, 2014 Dear diary, A successful day meets us since we are done with the journal vouchers and purchase order for 2012. The next files to photocopy are the check vouchers Cagayan of Minergy 2012. This is
the most uneasy files to photocopy since you have to look at the reference first before doing so because it is only selected check vouchers unlike with previous check vouchers that all of the check vouchers are being photocopied so there is no need to choose and see if its part of the file to photocopy. Selecting files to photocopy is the reason that made
my work slowly moving on others because the arrangement of the check vouchers are by number so it would really take a lot of time on the filing side. In addition, the job is not continuous because some may request to urgently photocopy a certain document so it means you have to set aside first what youre doing and do the urgent requests just like
what happen a while ago although i am still photocopying the check vouchers, our boss request to photocopy the deed of sale and Annual Income Tax Return. June 3, 2014 Dear diary, Happiness is on the air because photocopying of Cabulig files for check vouchers 2012 is near to end. I continue photocopying the check vouchers of May and August
2012 and file it. I encode a plenty of official receipts and acknowledgment receipts urgently and set aside the photocopying of check vouchers. I photocopy also the Financial statement and Income statement. It is a blessed day today because our superiors had overtime and I really had to undergo overtime so that I can end up my ojt earlier without
extending up to class days. I file the check vouchers during the overtime. June 4, 2014 Dear diary, I am now on the process of photocopying the check voucher but because there is lacking of bond papers Maam Ethyl commanded o stop photocopying the Cabulig files. Maam Karla ask to photocopy the financial statement urgently with six set each
because it will be pass today. I did corresponding arrangement to the January 2012 check vouchers and purchase oreder of Cabulig files. June 6, 2014 Dear diary, I am so happy today because I already finished with the photocopying of Cabulig files so it means I can move on to other works. I proceed on arranging the May 2012 since my co-ojt had
finished the February to April. Maam Cielo ask to photocopy the 2307 forms with 3 set each that is intended for pharmacy and banks payee but only one for other companies. When I look the 2307 forms, it is all about the value added tax of the product Minergy bought from a particular company.
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