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CHAPTER I INTRODUCTION

1.1 Background of Apprenticeship

Apprenticeship or practical work is an structured activity, practical learning
experience that combines hands on work with theoretical education, providing
individuals with specific skills and competencies for a specific trade, profession, or
industry. It emphasizes learning by doing, allowing participants to gain real-world

experience under experienced mentors or supervisors.

The only one State Polytechnic in Riau is the State Polytechnic of Bengkalis, a
vocational higher education establishment. Located at Bathin Alam Street, Sungai
Alam, Bengkalis, this college was founded in 2001. Naval Architecture, Mechanical
Engineering, Electrical Engineering, Civil Engineering, Language, Business
Administration, Information Technology, and Maritime are among the eight majors
offered by State Polytechnic of Bengkalis. Every department possesses the capabilities
necessary to address the needs for personal used. A final report and an apprenticeship
are the two requirements for graduation.

After the students of State Polytechnic of Bengkalis have finished at least six
semesters and graduated in full, they begin this apprenticeship. The duration of this
apprenticeship is four months. According to the aforementioned, the author must
complete 4 (four) months of practical work as a student in the English for Business and
Professional Communication Study Program.

For choosing the Aston Nagoya City Hotel in Batam as the location for an
apprenticeship program for students enrolled in the English for Business and
Professional Communication study program provides numerous benefits, particularly in
terms of strategic location, modern facilities, professional environment, and alignment
with the needs of students pursuing careers in business communication. Batam, located
just a short boat trip from Singapore, has developed into an important industrial place,
particularly in manufacturing, trade, and services. Aston Nagoya City Hotel, located in

the center of Batam'



commercial sector, offers an ideal venue for students to learn about the dynamics of a
professional, international business environment..

Apprenticeship programs at the Aston Nagoya City Hotel can offer author practical
opportunities to work in various departments, such as Front Desk Agents. These areas of the
hotel business require strong interpersonal and communication skills, as employees must
frequently engage with Guests, Address inquiries, and Resolve issues. For students in the
English for Business and Professional Communication program, the chance to practice
professional communication in these scenarios will be invaluable for building confidence
and fluency in business settings.

Start from September 17", 2024 to January 13", 2025. The author completed an
internship program. The author was placed in the Front Office Department as Front Desk

Agent.

1.2 Purposes of the Apprenticeship

The purpose of the implementation of practical work activities for students of
the State Polytechnic of Bengkalis:
1. Increasing knowledge of the world of hospitality and the ability to communicate with
others.
2. Knowing the work procedures at Front Office in serving guests and how to get
excellent services.
3. To gain practical experience using Communication tools and technologies as Front

Desk Agent at Aston Nagoya City Hotel.

1.3 Significances of the Apprenticeship

In this Part, three kind of significance aspects will be explained, such as:
significance for the Apprentice, significance for State Polytechnic of Bengkalis and

significance for the company.

1.3.1 For Students (Apprentices)

Through this program, apprenticeship at the Aston Nagoya City Hotel offers an
enriching, multifaceted learning experience for author in the English for Business
and Professional Communication study program. such as interpersonal

communication, problem-solving, cultural awareness, and professional etiquette. By



immersing themselves in a real-world hospitality environment, the author will not
only deepen his understanding of how business communication functions in the
hospitality industry but also gain transferable skills that are crucial for success in
any business context.
1.3.2 For State Polytechnic of Bengkalis

Apprenticeship assists Polytechnic in preparing the best quality of graduates and
preparation for the workforce. The apprenticeship thus helps the Polytechnic
develop and implement the curriculum and to introduce State Polytechnic of
Bengkalis to every kind of Business Brands and company.
1.3.3 For Aston Nagoya City Hotel

Apprenticeship program allows Aston Nagoya City Hotel to enhance its service
quality, develop a skilled workforce, and build a reputation as a leader in the
hospitality industry. Additionally, it fosters networking opportunities, enriches the
hotel’s culture, and aligns with long-term business sustainability goals. Ultimately,
the apprenticeship program is a win-win scenario, benefiting both the hotel and the

apprentices by offering a platform for growth.



CHAPTER II GENERAL DESCRIPTION OF COMPANY

2.1 Company History

Started in 1997, Archipelago is Southeast Asia's largest privately owned hotel
management group, with more than 40,000 rooms and residences in over 200 locations
across Southeast Asia, the Caribbean, the Middle East, and Oceania. A trusted hotel
company with a long track record and award-winning brands including Aston, Aston
Collection Hotels, Alana, Huxley, Kamuela, Harper, Quest, Hotel Neo, Fave, Nordic,
and Powered by ARCHIPELAGO.

From its humble beginnings, Archipelago has expanded across South East Asia
and is now moving into other markets across the globe such as Australia, the Middle
East, and South America. The group’s in-house design team designs and builds its own
hotels and provides the design service for developers. While the company's team of
over 30 programmers, coders, Al architects, and ML engineers helps develop the
group’s own apps, software, and systems.

Based on the official Batam website Tribunnews.com, Aston Nagoya City Hotel
has been operating since 2022. Aston Nagoya City Hotel was established by
Archipelago on August 2022. The purpose and objectives of establishing Aston Nagoya
City Hotel is to provide the best experience and comfort when staying at the time of its
establishment. President and CEO of Archipelago International, Mr. Jhon M. Flood said
that Aston Nagoya City Hotel is currently the youngest hotel, has 192 modern rooms
with complete facilities and is divided into three categories, namely Studio Room,
Deluxe Room and Suite Room.

“Each room is specially designed to provide the best experience and comfort
during your stay. Each accommodation has in-room facilities and high-speed WI-FI”,
said Jhon. And at Aston Nagoya City Hotel also have voice command technology with
Google Nest and Arch TV, a smart TV that allows guests to connect their phones to the
TV and watch their favorite programs.

“We are ready to be a one-stop destination hotel, whether for accommodation,

dining, entertainment, and for special event. We can’t wait to welcome guests and



guarantee unforgettable services to ensure every visit is memorable and positive”, said

General Manager of Aston Nagoya City Hotel, Mr. Yanuar Dedy Setiawan.

Figure 1. Aston Nagoya City Hotel Building

2.2 Company Logos

ARCHIPELAGO

HOTELS * RESORTS * SOLUTIONS

Figure 2. Archipelago



ASTON
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Figure 3. Aston Nagoya City Hotel

2.3 Vision and Mission
2.3.1 Vision
To be widely recognized as the preferred hospitality company for guests,

owners and employees wherever we operate.

2.3.2 Mission
Exceeding guest expectations in all our hotels, helping our staff develop their
careers, while supporting owners in designing, creating, and successfully operating

a ‘best in class’ hotel that they can be proud of.

2.4 Kind of Business

Aston Nagoya City Hotel brings modern comfort with a range of excellent
facilities, including Restaurant that serves delectable dishes, Meeting rooms ideal for
business needs, and cozy lounge to relax in. each rooms is equipped with advanced
technology such as Google Nest and Smart TV, providing a practical and connected

stay.



2.4.1 Products and services

RESTAURANT

Shiso Restaurant

MEETING ROOMS

Edelweiss

Magnolia

Lavender

Jasmine




ROOMS

Superior (18 M?) Deluxe (20 M?)

TECHNOLOGY

Smart TV Google Nest

Figure 4. Product and Service




2.5 Organization Structure

Archipelago’s industry-leading team. Originating from 6 different countries and

with a combined experience of 200 years, this team has led Archipelago to be Asia's

most successful independent hotel management group.

ARCHIPELAGO

HOTELS - RESORTS * SOLUTIONS

JOHN M. FLOOD

Figure 5. ARCHIPELAGO Executive Committee

For the internal departments in hotel that have their respective duties in building

and maintaining cooperation and relationships with related parties. These departments

dare:

1.
2.

Front Office (FO), Manages guest check-in, reservation, and inquiries.
House-keeping (HK), Responsible for cleaning rooms, public areas, and
maintaining hotel cleanliness.

Food and Beverage (F&B) Product and Service, Handles restaurant services,
bars, room services, and catering.

Sales and Marketing, Promotes the hotel, handles bookings, and develops
promotional strategies.

Maintenance and Engineering, Ensure the up keep of hotel facilities, including

repairs and preventive maintenance.



6. Human Resources (HR), Manages recruitment, employees welfare, training,
security and labor relations.
7. Finance and Accounting, Handles budgeting, purchasing, payroll, billing, and

finance reporting.

ORGANISATION
CHART

Figure 6. Organization Structure of Aston Nagoya City Hotel

2.6 The Working Process
“We work to the highest ethical and professional standards”, For each
department in the hotel, they have their own main focus but share the same goals. The
Front Office Department focuses on several key areas, Reservations, Check- In Process,
In-House, Check-Out Process and Guests Reviews, which are an integral part of its
operational framework.
1. Reservations
¢ Guest Reservation and Registration data must be completed and free of mis-
types.
¢ Know Room Rates and Hotel Facilities.
e Always update information for current Events and Promotions

* Never separate room blocking for groups or family.

10



Always ask for Room preferences for guests such as Smoking or No-Smoking
rooms etc.

Be alert to Bed Type requested by guests

Collect guest email addresses to get the Pre-Check In registration.

Input the data immediately once received from the registered guests.

Managing Customer Demand.

Check-in Process

All guests entering the hotel need to be greeted warmly.

Greet guests with the Archipelago Greeting Standard.

Ask guests whether they have already made a reservation, before starting the
check-in process to minimize duplicate profiles.

Keep Eye-Contact and positive Body Language when talking with guests.

Try up-selling for walk-in guests.

Do payments.

Never mention the guest Room Number and the Room Rate, this can be heard
by anyone nearby.

Always greet guests who are waiting to be served, when busy just smile and nod
to new guests.

Always explain the Room Facilities whenever you escort the guest to the room -
also explain the emergency evacuation routes.

The Key-Card Jacket / Holder must include.

In-House

Never argue with the guests.

Be flexible to anticipate guest requests, never start with “no” or “cannot”.
Security and Guest Safety.

Always accompany the guest when they ask for directions to certain outlets
within the hotel, never direct them by pointing your finger.

Know the Guest Names.

Check-out Process

Ensure all Bills are put into the docket on a daily basis.

11



e Print the guest Invoice to be checked by guests upon check out and verify
method of payment before being settled.

e Check out procedures must not exceed 10 minutes and ensure the room is
checked out from the system.

e Never delay / postpone Check-Out room in the system.

5. Guests Reviews

¢ Personalize your responses to the guest reviews on “Guest Feedback
in Archipelago Membership”, - research the issue before responding.

e Understand Review Pro to prioritize operational and service enhancements
to deliver better guest experiences and exceed expectations.

¢ A higher number of ratings will boost your position and ranking on both
search engines and review sites.

e Make sure all staff know that you would like to encourage reviews, and tailor

an approach that you think best suits your hotel’s goals.

2.7 Document Used for activity

During the internship at Aston Nagoya City Hotel in the Front Office
Department as Front Desk Agent, various tabs for Guest activities. These tabs play a
crucial role in ensuring efficient Services.
Below is an over view of the key tabs used in the department:
1. Reservations

The Guests has made a reservation for their stay, which includes the requested
dates, room preferences, and any special request. The reservation is confirmed, with all
necessary details documented to ensure a smooth and pleasant experience during their

visit.

12
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Figure 7. Guest Reservation tabs

2. Check-In

Check-in is the process of registering at the hotel when guests arrive.
During check-in, guests provide their personal information, confirm their
reservation, and receive their room key or access card. This process typically
involves verifying identification, completing any required paperwork, and making
payment if it hasn’t do payment. Hotel check-in usually happens at the Front desk

and marks the beginning of guests stay.

WELCOME - SECAMAT DATANG

CEFARTURE GATE 20250718 [P m—

[Errrmare

[Room numeeR 718 [EoomnG souRce SALEs [Foow rave comere ]
[Room rrre prLuxe [ Furrose oF star [eerosr o 1
[Srmne m o By s  —— AGENOY ABTON MAGOYA GITY |

Figure 8. Check-In Registration tabs

13



3. In-House
In-house refers to a guests who is currently staying at the hotel and this tab is

used by hotel staff to identify individuals who have checked-in.
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Figure 9. In-House tabs

4. Check-Out

Check-out from a hotel is the process where a guests formally completes

any outstanding bills, and returns the room key or key card to the receptionist.

Figure 10. Check-Out tabs



CHAPTER III SCOPE OF THE APPRENTICESHIP

3.1 Job Description

In this chapter, there were several descriptions of activities while carrying out
apprenticeship. Apprenticeship was carried out for 4 months, starting from September
17", 2024 to January 13", 2025, at Aston Nagoya City Hotel in the Front Office
Department as Front Desk Agent. The internship schedule at Aston Nagoya City Hotel

is as follows:

Table 1 Internship Schedule

No Day Office Hours Break

1. Monday Day Off -

2. Tuesday 08.00 - 17.00 12.00 -12.30
3. Wednesday 08.00 -17.00 12.00 - 12.30
4. Thursday 08.00 - 17.00 12.00 -12.30
5. Friday 08.00 - 17.00 12.00 -12.30
6. Saturday 08.00-17.00 12.00 - 12.30
7. Sunday 08.00 — 17.00 12.00 - 12.30

The following are the details of the tasks that the author performed during the
internship:
There were several jobs given in the Front Office Department (FO):

e  Guests Check-in and Check-out

Making Reservations

Guest Services
Lobby Greater
Bellboy
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3.2 Place of Apprenticeship

The apprenticeship was started from September 17" 2024 until January 13"
2025. At Aston Nagoya City Hotel (ANCH) in Front Office Department (FO), Lubuk
Baja ST., Nagoya Thamrin City , Batam, Riau Island.

3.3 System and Procedure

For the Aston Nagoya City Hotel to handle hotel operations, improve efficiency,
and ensure a positive guest experience. The system should cover various aspects like
guest services, housekeeping, maintenance, food and beverage, and employee
management.

Front Office department, the procedure is to ensure a smooth efficient process
for guests during check-in and check-out, enhancing customer satisfaction.

The following are the main systems and procedures implemented:
3.3.1 Check-In, Guest Arrival
Greet guests warmly at the entrance or lobby, confirm reservation via the guests

booking reference or identification.

1ZIS2DLD03
HLDB0991259T16 6406799

No, Pasanan Traveloka

Dipasan & dibayarkan alaeh Traveloka Partnear
Aston Nagoya City Hotel Lihat Detail

Dearta Debianza

(1=) superior
HKapasitas 2 tamuslarmar
Fasititas ¥ Sarapan Gratis

Parmintasn kihuaus (targantuna ketarsoedianm)
1 Ranjang Besarn Lainnya (smooking room)

CGheak-in Sheck-out
Sel. 7 Jan s Rab, 8 Jan
144200 1 PMaatern 12: 00

Telepon Hotal j

Figure 11. Guest Booking

3.3.2 Verify Identification

Ask for Guest ID cards, for verification and pre-authorization of payment.
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Figure 12. Guest ID

3.3.3 Room Assignment
Check room availability and assign a room according to guest preferences and
also provide room key and inform guests for hotel amenities (breakfast time, in-

room communication tools and check-out time).

144.25.792LTL4R.

Bad Type Status Title * Guest Name

518 TWIN BEDS s =] Bpk Jom mEn m——ck

Figure 13. Guest Room

3.3.4 Guest Information
Record guest details in the Property System Management (PMS Sentec) and ask
for any special requests (extra-bed, wake-up call, late check-out request and take-

away breakfast).
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Details

Name 3

Email

i S
Membership ID

Booking Confirmation ID-

Check-in : 16 Jan 2025
Check-out - 18 Jan 2025
Room -1

Type : guest-registration
E& there is 2 2 mitlion Rupk

FCKing of vaping in a non-smoking rog

B2 5y suomitting this all of

the information provided above

Figure 14. Guest Detail

3.3.5 Check-In Confirmation

Hand over a copy of the guest registration and provide any necessary directions

(elevator, restaurant location).

ASTOM™N

Room Humber © \oULA Sl
wiri Passwers - Bl clibowx )

Figure 15. Check-In Confirmation
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3.3.6 Check-Out, Guest Notification

Send reminder of the check-out time a day before departure.

Figure 16. Reminding Guest

3.3.7 Review Bill

Confirm any charges, including room rate, additional services (mini-bar,

laundry, late check-out, in-room spots).

PROFORMA INVOICE

ASTO N Proforma No, : RPO24003010
N YA Type Summary
AGO Proforma Date 19 Dec 2024
Printed At 18 Dec 2024 1652
Printad By Krisdianny Lim
Res Code BVVUYTGU.1
Page Of 11
Komalek Nagoya Thamiin City. Ji imam Bonjol. Lubuk Baja Kota, Kee. Lubuk Baja
Kota Batam, Keoulauan Riau
29444
+62 778 2102888
com
Beni Saputra PERSONAL
RoomNo Arival Date 20-Dec-2024
Adub 2 Departure Date 21-Dec-2024
Dath | Pescription Total Amount
20-12-2024 | RoOM CrarGE 1.028.569.00,
Total| 1,028,599.00

Figure 17. Guest Charge
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3.3.8 Payment Process

Process the final payment, either via credit card or cash and issue receipt and

BT

thanks the guest for their stay.

Figure 18. Guest Payment

3.3.9 Room Inspection

Inspect the room after the guest departs for any damages or lost items.

Figure 19. Room Inspection
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3.4 Kind and Description of the Activity

Kind and description of the daily activities at Aston Nagoya City Hotel.

Table 2. Daily Activities Report Week 1 from September 17th, 2024 to 23rd, 2024

No Day/Date Activity Assignor
T | Dt |10 e
) Wednesday,2 ggatember 18" frlltgeilnnsilcp))f FO Manager

agreement
3 Thursday, ;(e)gzember 19%, Lobby Greeter FO Manager
4 Friday, September 20", 2024 Lobby Greeter FO Manager
5 Saturday, gggtjmber 21% Lobby Greeter FO Manager
6 Sunday, Ssg';mber 22%, Lobby Greeter FO Manager
- Monday, 82e0p2timber 23", Day Off FO Manager

Table 3. Daily Activities Report Week 2 from September 24th, 2024, to 30th, 2024

No Day/Date Activity Assignor
L | Tuesday, September 24" 2024 Lobby Greeter FO Manager
2 Wednesday, September Lobby Greeter FO Manager

251 2024
3 Thursday , September 26", Lobby Greeter FO Manager
2024
Friday, September 27", 2024 |  Lobby Greeter FO Manager
5 | Saturday, September 28, 2024 Lobby Greeter FO Manager
6 | Sunday, September 29, 2024 Lobby Greeter FO Manager
7 Monday , Day Off FO Manager
September
30™,2024

Table 4. Daily Activities Report Week 3 from October 01st, 2024, to 07th, 2024

No Day/Date Activity Assignor
st
1 Tuesday,2CO)§Zober 01, Lobby Greeter FO Supervisor
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Wednesday, October 02™,
2024

Lobby Greeter

FO Supervisor

Thursday, October 03", 2024

Lobby Greeter

FO Supervisor

Friday, October 04",
2024

Lobby Greeter

FO Supervisor

Saturday, October 05", 2024

Lobby Greeter

FO Supervisor

Sunday, October 06", 2024

Lobby Greeter

FO Supervisor

Monday, October 07", 2024

Day Off

FO Supervisor

Table 5. Daily Activities Report Week 4 from October 08th, 2024, to 14th, 2024

No Day/Date Activity Assignor
th
1 Tuesday, October 8%, Lobby Greeter FO Supervisor
2024
2 Wednesday, October 9", 2024 Lobby Greeter FO Supervisor
3 Thursday, October 10", 2024 Lobby Greeter FO Supervisor
Friday, October 11"
4 rcdy, Loober 21 Lobby Greeter FO Supervisor
2024
5 Saturday, October 12", 2024 Lobby Greeter FO Supervisor
6 Sunday, October 13%, 2024 Lobby Greeter FO Supervisor
7 Monday, October Day Off FO Supervisor

14™, 2024

Table 6. Daily Activities Report Week 5 from October 15th, 2024, to 21st, 2024

No Day/Date Activity Assignor
1 Tuesday, October 15", 2024 Front Desk Agent FO Supervisor
2 Wednesdagb(z):tober 16", Front Desk Agent FO Supervisor
3 Thursday, October 17", 2024 Sick Leave FO Supervisor
4 Friday, October 18" 2024 Front Desk Agent FO Supervisor
5 Saturday, October 19", 2024 Front Desk Agent FO Supervisor
6 Sunday, October 20", 2024 Front Desk Agent FO Supervisor
7 Monday, October 21%, 2024 Day Off FO Supervisor
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Table 7. Daily Activities Report Week 6 from October 22nd, 2024, to 28th, 2024

No Day/Date Activity Assignor
1 Tuesday, October 22", 2024 Front Desk Agent FO Supervisor
Wednesday, October 23,
2 Front Desk Agent FO Supervisor
2024
3 Thursday, October 24", 2024 | Front Desk Agent FO Supervisor
4 Friday, g)océzber 25% Front Desk Agent FO Supervisor
5 Saturday, October 26", 2024 Front Desk Agent FO Supervisor
6 Sunday, October 27", 2024 Front Desk Agent FO Supervisor
7 Monday, October 28", 2024 Day Off FO Supervisor

Table 8. Daily Activities Report Week 7 October 29th, 2024, to November 04th, 2024

No Day/Date Activity Assignor

1 Tuesday, October 29", 2024 Front Desk Agent FO Supervisor

2 Wednesday, October 30", Front Desk Agent FO Supervisor
2024

3 Thursday, October 31", 2024 | Front Desk Agent FO Supervisor

4 Friday, November Front Desk Agent FO Supervisor

01*,2024

5 Saturday, November 02", Front Desk Agent FO Supervisor
2024

6 Sunday, November 03", 2024 | Front Desk Agent FO Supervisor

7 Monday, Day Off FO Supervisor

November 04", 2024

Table 9. Daily Activities Report Week 8 from November 05th, 2024, to 11th, 2024

No Day/Date Activity Assignor
1 Tuesday, gg‘z’zmber 05", Front Desk Agent FO Supervisor
2 Wednesdayégzozember 06", | Front Desk Agent FO Supervisor
3 Thursday, 2N002‘21ember 07%, Front Desk Agent FO Supervisor
4 FridggihN;(;;einber Front Desk Agent FO Supervisor
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5 Saturday, November 9, 2024 Front Desk Agent FO Supervisor
6 Sunday, November 10™, 2024 Front Desk Agent FO Supervisor
7 Monday, November 117, Day Off FO Supervisor

2024

Table 10. Daily Activities Report Week 9 from October 12th, 2024, to 18th, 2024

No Day/Date Activity Assignor

1 Tuesday, November 12", Front Desk Agent FO Supervisor
2024

2 Wednesday,zoNzoifember 13%, Front Desk Agent FO Supervisor

3 Thursday, November 14", Front Desk Agent FO Supervisor
2024

4 Friday, November Front Desk Agent FO Supervisor

15" 2024

5 Saturday, November 16", Front Desk Agent FO Supervisor
2024

6 Sunday, November 17", 2024 Front Desk Agent FO Supervisor

7 Monday, November 18", Day Off FO Supervisor

2024

Table 11. Daily Activities Report Week 10 from November 19th, 2024, to 25th,2024

No Day/Date Activity Assignor
1 Tuesday, November 19%, Front Desk Agent FO Supervisor
2024
2 Wednesday, November 20%, Front Desk Agent FO Supervisor
2024
3 Thursday, November Front Desk Agent FO Supervisor
21%, 2024
4 Friday, November Front Desk Agent FO Supervisor
22" 2024
5 Saturday, gggjmber 237, Front Desk Agent FO Supervisor
6 Sunday, November 24", 2024 Front Desk Agent FO Supervisor
7 Monday, November Day Off FO Supervisor

25" 2024
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Table 12. Daily Activities Report Week 11 from November 26th, 2024, to December 02", 2024

No Day/Date Activity Assignor
1 Tuesday, lggg’zmber 26", Front Desk Agent FO Supervisor
2 Wednesday, November 27", Front Desk Agent FO Supervisor
2024
3 Thursday, 2N()02\I.mber 28", Front Desk Agent FO Supervisor
4 Friday, November 29", 2024 Front Desk Agent FO Supervisor
5 Saturday, ggg:mber 30", Front Desk Agent FO Supervisor
6 Sunday, December 01, 2024 Front Desk Agent FO Supervisor
7 Monday, December Day Off FO Supervisor

02,2024

Table 13. Daily Activities Report Week 12 from December 03rd, 2024, to 09th, 2024

No Day/Date Activity Assignor

1 Tuesday, December 03", Front Desk Agent FO Supervisor
2024

2 Wednesday, December 04", Front Desk Agent FO Supervisor
2024

3 Thursday, December 05", Front Desk Agent FO Supervisor
2024

4 Friday, December Front Desk Agent FO Supervisor

06", 2024

5 Saturday, December 07, Front Desk Agent FO Supervisor
2024

6 Sunday, December 08", 2024 Front Desk Agent FO Supervisor

7 Monday, December 09", Day Off FO Supervisor

2024

Table 14. Daily Activities Report Week 13 from December 10th, 2024, to 16th, 2024

No Day/Date Activity Assignor
1 Tuesday, [Z)gszmber 10", Front Desk Agent FO Supervisor
2 Wednesday,ZODZe:ember 117, Front Desk Agent FO Supervisor
3 Thursday, g)ezczjmber 12°, Front Desk Agent FO Supervisor
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4 Friday, December Front Desk Agent FO Supervisor
131" 2024

5 Saturday, 2Doechmber 14% | Front Desk Agent | FO Supervisor

6 Sunday, December 15", 2024 Front Desk Agent FO Supervisor

7 Monday, December 16", Day Off FO Supervisor

2024

Table 15. Daily Activities Report Week 14 from December 17th, 2024, to 23rd, 2024

No Day/Date Activity Assignor

1 Tuesday, December 177, Front Desk Agent FO Supervisor
2024

2 Wednesday, December18”, Front Desk Agent FO Supervisor
2024

3 Thursday, December 19", Front Desk Agent FO Supervisor
2024

4 Friday, December Front Desk Agent FO Supervisor

20", 2024

5 Saturday, ZDOeZC:mber 21%, Front Desk Agent FO Supervisor

6 Sunday, December 22™, 2024 Front Desk Agent FO Supervisor

7 Monday, December 23, Day Off FO Supervisor

2024

Table 16. Daily Activities Report Week 15 from December 24th, 2024, to 30th, 2024

No Day/Date Activity Assignor

1 Tuesday, December 24", Front Desk Agent FO Supervisor
2024

2 Wednesday, December 25", Front Desk Agent FO Supervisor
2024

3 Thursday, December 26", Front Desk Agent FO Supervisor
2024

4 Friday, December Front Desk Agent FO Supervisor

27" 2024

5 Saturday, December 28", Front Desk Agent FO Supervisor
2024

6 Sunday, December 29", 2024 | Front Desk Agent FO Supervisor

7 Monday, December 30", Day Off FO Supervisor

2024
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Table 17. Daily Activities Report Week 16 from December 31th, 2024, to January 06th, 2025

No Day/Date Activity Assignor
th
1 Tuesday, [z)ggzmber 315 Front Desk Agent FO Supervisor
st
2 Wednesdagf(,);;nuary 01%, Front Desk Agent FO Supervisor
3 Thursday, January 02", 2025 | Front Desk Agent FO Supervisor
: rd
4 Friday, J2;Br12115ary 03 Front Desk Agent FO Supervisor
th
5 Saturday,zi)azn ; ary 04% Front Desk Agent FO Supervisor
6 Sunday, January 05", 2025 Front Desk Agent FO Supervisor
7 Monday January 06", 2025 Day Off FO Supervisor

Table 18. Daily Activities Report Week 17 from January 07th, 2025 to 13th, 2025

No Day/Date Activity Assignor
1 Tuesday,zg) aznsuary 07", Front Desk Agent FO Supervisor
2 Wednesda%/(,); e;_’nuary 08", Front Desk Agent FO Supervisor
3 Thursday, January 09, 2025 Front Desk Agent FO Supervisor
4 Friday, ;?)gl;ary 10%, Front Desk Agent FO Supervisor
5 Saturday, January 11%, 2025 Front Desk Agent FO Supervisor
6 Sunday, 2J g;l;lary 12°, Front Desk Agent FO Supervisor
7 Monday, January 13", Last Day -
2025
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CHAPTER IV CONCLUSION AND SUGGESTION

4.1 Conclusion

In conclusion, at Aston Nagoya City Hotel the author has been enriching
and valuable experience. The author have gained a deeper understanding of the
hospitality industry and the critical role the front desk plays in delivering
exceptional guest service. The hands-on experience that author received in
managing guests check-ins, reservations, and inquiries has allowed author to
develop essential skills in customer service, communication, and problem solving
which are pivotal for success in this industry.

Working with a diverse team of professionals has enhanced the author
teamwork and collaboration skills. The hotel fast-paced environment taught
author to remain composed under pressure and adapt quickly to changing
situations. The author also learned how to handle challenging quest interactions
with patience and professionalism, ensuring that each guests experience was
positive and memorable. The mentorship provided by senior staff was
instrumental in shaping the author knowledge of hotel operations and guest
service standards.

This apprenticeship has reinforced the importance of attention to details,
as the quality of service provided at the Front Desk directly impacts the overall
guest satisfaction. The author has learn the significance of maintaining accurate
records, managing bookings efficiently, and anticipating guest needs to ensure
smooth operations. The author more proficient with the department task for a
Front Desk Agent.

The apprenticeship has been an invaluable step in author career

development. It has provided author with the practical skills and experience
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required to thrive in the hospitality sector, particularly in a Front Desk Role. The
author has now better equipped to contribute to the smooth operation of a hotel
and deliver high quality service to guests. This experience has solidified author
passion in the hospitality industry, and possible to continue a career in this

dynamic and rewarding field.

4.2 Suggestion

Based on the results of the research and analysis that has been carried out,
it is recommended that Aston Nagoya City Hotel to find more areas for potential
improvement that could further enhance the experience and ensure continued
success for both the apprentices and the hotel. One key suggestion would be to
implement more structured training programs for new apprentices. While the
hands on experience was invaluable, having a more detail onboarding process
with specific training modules on hotel management systems, customer service
best practices and the hotels operational standards could help apprentices
transition more smoothly into their roles. This could be supplemented with
regular feedback sessions, allowing apprentices to track their progress and

identify for improvement in real time.
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APPENDICES
APPENDIX 1: Weekly Apprenticeship Activities

Days : Tuesday - Sunday

Date : September 17" - 22", 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE

1. Jean Evita

2. Rumampuk

3.

4.

5.

6.

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. " AFY { | | Get introduced to the work environment,

53} |understand the flow of front office

operations, and start performing basic
tasks with the guidance of Manager and
Supervisor.

2. Provide a warm and professional

welcome to all guests entering the lobby
area, creating a positive first empression
and helping to direct guests according to

their needs.
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Allows guests to safely store their bags
before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.

Provide fast, precise, and courteous guest
delivery services, in order to increase
guest comfort and satisfaction during

their stay.

Provide a fast, safe, and courteous
retrieval service to support guests

comfort during their stay

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.
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WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday - Sunday

Date : September 24" — 29" 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE

1. Jean Evita

2. Rumampuk

3.

4.

5.

6.

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. Responsible for welcoming and serving
guests during check-in and check-out,
guest requests and complaint, and
providing information about hotel
facilities.

2. Provide fast, precise, and courteous

guest delivery services, in order to
increase guest comfort and satisfaction

during their stay.
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Allows guests to safely store their bags
before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.

.Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.

Provide a fast, safe, and courteous
retrieval service to support guests

comfort during their stay

The fruit basket ordering service is
convenient amenity for quests to enjoy

sweet threats during their stay.
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WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday - Sunday
Date : October 01% - 06", 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE
1. Ria Angelina

2. Larasati

3.

4.

5.

6.

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. ' Provide fast, precise, and courteous guest

delivery services, in order to increase
guest comfort and satisfaction during

their stay.

Allows guests to safely store their bags
before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.
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Reminding guests for their departure

time.

The fruit basket ordering service is
convenient amenity for quests to enjoy

sweet threats during their stay.

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.

Provide a fast, safe, and courteous
retrieval service to support guests

comfort during their stay
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WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday - Sunday
Date : October 08" - 13 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE

1. Ria Angelina

2. Larasati

3.

4.

5.

6.

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. Fd — Responsible for welcoming and serving
guests during check-in and check-out,
guest requests and complaint, and
providing information about hotel
facilities.

2. Provide fast, precise, and courteous guest

delivery services, in order to increase
guest comfort and satisfaction during

their stay.
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Provide a fast, safe, and courteous
retrieval service to support guests

comfort during their stay

The fruit basket ordering service is
convenient amenity for quests to enjoy

sweet threats during their stay.

Reminding guests for their departure

time.

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.
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WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday - Sunday
Date : October 15" - 20, 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE

1. Ria Angelina

2. Larasati

3.

4.

5.

6.

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. ~ 7 Responsible for welcoming and serving
guests during check-in and check-out,
guest requests and complaint, and
providing information about hotel
facilities.

2. Provide fast, precise, and courteous guest

delivery services, in order to increase
guest comfort and satisfaction during

their stay.
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Allows guests to safely store their bags
before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.

The fruit basket ordering service is
convenient amenity for quests to enjoy

sweet threats during their stay.

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.

Provide a fast, safe, and courteous
retrieval service to support guests

comfort during their stay

40



WEEKLY APPRENTICESHIP ACTIVITIES
Days : Tuesday - Sunday
Date : October 22" - 27" 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE
1. Ria Angelina

2. Larasati

3.

4,

5.

6

Industry Mentor Note :

No ACTIVITIES DESCRIPTION
i : Provide fast, precise, and courteous guest

delivery services, in order to increase
guest comfort and satisfaction during

their stay.

Allows guests to safely store their bags
before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.




Provide a fast, safe, and courteous
retrieval service to support guests

comfort during their stay

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.

The sliced fruit ordering service is
convenient amenity for quests to enjoy

sweet threats during their stay.

Daily briefing covering mass check-in
for a convention group, special requests,
breakfast schedule changes, and a

management inspection.
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WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday - Sunday
Date : November 29" — 03", 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE

1. Ria Angelina

2. Larasati

3.

4.

5.

6.

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. ITT The safe deposit box service to secure
guests items.

2. Responsible for welcoming and serving

Booking.com

guests during check-in and check-out,
guest requests and complaint, and
providing information about hotel

facilities.
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The lost and found service to help guests
locate items that have been lost or left

behind during their stay.

Provide fast, precise, and courteous guest
delivery services, in order to increase
guest comfort and satisfaction during

their stay.

Provide a fast, safe, and courteous
retrieval service to support guests

comfort during their stay

Allows guests to safely store their bags
before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.




WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday - Sunday
Date : November 05" — 10%, 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE

1. Ria Angelina

2. Larasati

3.

4.

5.

6.

Industry Mentor Note :

No DESCRIPTION

1. Responsible for welcoming and serving
guests during check-in and check-out,
guest requests and complaint, and
providing information about hotel
facilities.

2. Allows guests to safely store their bags

before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.
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Provide fast, precise, and courteous guest
delivery services, in order to increase
guest comfort and satisfaction during

their stay.

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.

The fruit basket ordering service is
convenient amenity for quests to enjoy

sweet threats during their stay.

Room

N 410

8 ¥ 704

¥m
N4
N 813
¥ 1206
8 1212
1216
& 1415

Reminding guests for their departure

time.
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WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday - Sunday
Date : November 12" - 17" 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE

1. Ria Angelina

2. Larasati

3.

4.

5.

6.

Industry Mentor Note :

No SHOP DARWING DESCRIPTION

1. Responsible for welcoming and serving
guests during check-in and check-out,
guest requests and complaint, and
providing information about hotel
facilities.

2. Allows guests to safely store their bags

before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.
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Provide a fast, safe, and courteous
retrieval service to support guests

comfort during their stay

Provide fast, precise, and courteous guest
delivery services, in order to increase
guest comfort and satisfaction during

their stay.

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest..

Checking for non-edited guest detail.
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WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday - Sunday
Date : November 19" - 24" 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE
1. Ria Angelina

2. Larasati

3.

4.

5.

6.

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. e i Responsible for welcoming and

serving guests during check-in and
check-out, guest requests and
complaint, and providing information

about hotel facilities.

Allows guests to safely store their
bags before check-in, after check-out,
or during layovers, enabling them to
move freely without carrying heavy

items.
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Provide fast, precise, and courteous
guest delivery services, in order to
increase guest comfort and

satisfaction during their stay.

Ensure the condition of the room
after guest check-out is accordance
with the standards of cleanliness,
safety, and completeness of hotel
facilities before being prepared for

the next guest.

Provide a fast, safe, and courteous
retrieval service to support guests

comfort during their stay

Luggage  transfer  service to
transferring their belongings from

one room to another room.
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WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday — Sunday
Date : November 26" - December 01%, 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE

1. Ria Angelina

2. Larasati

3.

4.

5.

6.

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. Provide fast, precise, and courteous guest
delivery services, in order to increase
guest comfort and satisfaction during
their stay.

2. Allows guests to safely store their bags
before check-in, after check-out, or
during layovers, enabling them to move
freely without carrying heavy items.

3. Provide a fast, safe, and courteous

retrieval service to support guests

comfort during their stay
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Reminding guests for their departure

time.

Checking for the guest booking.

Checking for daily room prices.

52



WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday - Sunday
Date : December 03 — 08", 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE
1. Ria Angelina

2. Larasati

3.

4.

5.

6.
Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. —= Checking for the guest booking.

Allows guests to safely store their bags
before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.
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Luggage transfer service to transferring
their belongings from one room to

another room.

Provide a fast, safe, and courteous
retrieval service to support guests

comfort during their stay

Provide fast, precise, and courteous guest
delivery services, in order to increase
guest comfort and satisfaction during

their stay.

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.
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WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday - Sunday
Date : December 10" — 15", 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE

1. Ria Angelina

2. Larasati

3.

4.

5.

6.

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. A Provide fast, precise, and courteous guest
delivery services, in order to increase
guest comfort and satisfaction during
their stay.

2. Provide a fast, safe, and courteous

retrieval service to support guests

comfort during their stay
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The Fruit basket ordering service is
convenient amenity for quests to enjoy

sweet threats during their stay.

The lost and found service to help guests
locate items that have been lost or left

behind during their stay.

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.
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Create or delete key-card number.
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WEEKLY APPRENTICESHIP ACTIVITIES

Days : Tuesday - Sunday

Date : December 17" — 22™ 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE

1. Ria Angelina

2. Larasati

3.

4.

5.

6.

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. Provide fast, precise, and courteous guest
delivery services, in order to increase
guest comfort and satisfaction during
their stay..

2. Allows guests to safely store their bags

before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.
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Reminding guests for their departure

time.

B PO 1 4 e 1 v

Provide a fast, safe, and courteous

retrieval service to support guests

comfort during their stay

Ensure the condition of the room after

guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.

The daily training to ensure that hotels
staff are knowledgeable, skilled, and

equipped to provide excellent service to

guests.




WEEKLY ACTIVITIES APPRENTICESHIP

Days : Tuesday - Sunday
Date : December 24" — 29" 2024

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE
1. Ria Angelina

2. Larasati

3.

4,

5.

6

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. Provide fast, precise, and courteous guest
delivery services, in order to increase
guest comfort and satisfaction during
their stay.

2. Allows guests to safely store their bags

before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.




Room inspection before guest occupancy
involves a thorough check to ensure the
room is clean, tidy, and meets hotel

standard.

Provide a fast, safe, and courteous
retrieval service to support guests

comfort during their stay

Reminding guests for their departure

time.

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.
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WEEKLY ACTIVITIES APPRENTICESHIP

Days : Tuesday - Sunday
Date : December 31" - January 05", 2025

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE

1. Ria Angelina

2. Larasati

3.

4.

5.

6.

Industry Mentor Note :

No ACTIVITIES DESCRIPTION

1. - Responsible for welcoming and serving
guests during check-in and check-out,
guest requests and complaint, and
providing information about hotel
facilities.

2. Provide fast, precise, and courteous guest

delivery services, in order to increase
guest comfort and satisfaction during

their stay.
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Allows guests to safely store their bags
before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.

The sliced cake ordering service is
convenient amenity for quests to enjoy

sweet threats during their stay.

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.

The daily training to ensure that hotels
staff are knowledgeable, skilled, and
equipped to provide excellent service to

guests.
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WEEKLY ACTIVITIES APPRENTICESHIP

Days : Tuesday - Sunday
Date : January 07" — 12%, 2025

No | DESCRIPTION ACTIVITIES GIVE DUTY SIGNATURE
1. Ria Angelina
2. Larasati
3.
4.
5.
6.
Industry Mentor Note :
No ACTIVITIES DESCRIPTION
1. N A Responsible for welcoming and serving
QRSN
‘ guests during check-in and check-out,
guest requests and complaint, and
providing information about hotel
facilities.
2. Provide fast, precise, and courteous guest

delivery services, in order to increase
guest comfort and satisfaction during

their stay.
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Allows guests to safely store their bags
before check-in, after check-out, or
during layovers, enabling them to move

freely without carrying heavy items.

Ensure the condition of the room after
guest check-out is accordance with the
standards of cleanliness, safety, and
completeness of hotel facilities before

being prepared for the next guest.

The sliced cake ordering service is
convenient amenity for quests to enjoy

sweet threats during their stay.

Daily briefing covering mass check-in
for a convention group, special requests,
breakfast schedule changes, and a

management inspection.
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APPENDIX 2: Daily Activities

Senn, 13
Januari 2035

minggu, 12
donuarn 2025

sabu, 11
Jdanuarn 2025

Jummat 10
Januari 2035

Kamis, 9
Januari 2025

rabu, B Jonuari
2035

selasa, 7
Januari 2035

Senin, & Januari
2035

rMinggu. 5
Januar 2026

sabiu, 4
Januari 2035

dumat 3
Januari 2025

xamis, 2
Jdanuarn 2025

Rakbu, 1 Januar
2035

selasa, 31
Desamber 2024

senin, 30
Desermber 2024

Adinggu, 29
Desamber 2034

Sabtu, 28
Desamber 2024

aurmat 27
Desember 2024

Komis, 26
Desember 2024

Rakbas, 25
Desamber 2024

selosa. 24
Desermber 2024

selasa, 24
Desamber 2034

Senin, 23
Desamber 2024

Minggu, 22
Desember 2024

sabru, 21
Desember 2024

Jumat 20
Desamber 2024

Karmis, 19
Desermber 2024

RObL, 18
Desamber 20324

198510082019032015 —
FAMALSA ELFA, S P, hapd

198510082019032015 -
FAMALIS A ELFA, 5.Pd. h.Pd

198510082019032015 -
FAMALISA ELFA, S.Pd., h.Pd

198510082019032015 -
FAMALSA ELFA, 5P, hapd

198510082019032015 —
FAMALISA ELFA, 5.Pd. h.Pd

198510082019032015
FAMALISA ELFA, S.Pd., h.Pd

198510082019032015 —
FAMALSA ELFA, S P, hapd

198510082019032015 -
FAMALSA ELFA, 5P, hapPd

198510082019032015 -
FAMALISA ELFA, S.Pd., h.Pd

198510082019032015 -
FAMALSA ELFA, 5P, hapd

198510082019032015 —
FAMALSA ELFA, 5P, haPd

198510082019032015 -
FAMALISA ELFA, S.Pd., h.Pd

198510082019032015 —
FAMALSA ELFA, S P, hapd

198510082019032015 -
FAMALSA ELFA, 5P, hapPd

198510082019032015
FAMALISA ELFA, S.Pd. h.Pd

198510082019032015 -
FAMALISA ELFA, 5P, hapPd

198510082019032015 —
FAMALSA ELFA, 5P, haPd

198510082019032015 -
FAMALISA ELFA, S.Pd. h.Pd

198510082019032015 ~
FANALSA ELFA, S Pd., hapPd

198510082019032015 -
FAMALSA ELFA, 5P, hapPd

198510082019032015 -
FAMALISA ELFA, S.Pd. h.Pd

198510082019032015 -
FAMALISA ELFA, 5.Pd, hapd

198510082019032015 —
FAMALSA ELFA, 5P, haPd

198510082019032015 -
FAMALISA ELFA, S.Pd. h.Pd

198510082019032015 ~
FANALSA ELFA, S Pd., hapPd

198510082019032015 -
FAMALSA ELFA, 5P, hapPd

198510082019032015 -
FAMALISA ELFA, S.Pd. h.Pd

198510082019032015 -
FAMALISA ELFA, 5.Pd, hapd

5504211035 —
rauhanmod
Zarmani

5504211035 —
ruhommed
Zamani

5504211036 —
mubhommed
zamani

5504211035 —
ruRanmod
zarmani

5504211035 —
huhanmed
Zamani

5504211036 —
ruhammed
zamani

5504211035 —
rauhanmod
Zarmani

5504211035 —
rauhammad
Zamani

5504211036 —
mubhommed
zamani

5504211035 —
ruRanmod
zarmani

5504211035 —
rauhammod
Zamani

5504211036 —
ruhammed
zamani

5504211035 —
rauhanmod
Zarmani

5504211035 —
rauhammad
zamani

5504211036 —
muhommed
Zamani

5504211035 —
rauRanmad
zarmani

5504211035 —
rauhammod
Zamani

5504211036 —
ruhammed
zamani

5504211036 —
rauhanmod
Zarmani

5504211035 —
rauhammad
zamani

5504211036 —
muhommed
zamani

5504211036 —
rauRanmod
zarmani

5504211035 —
rauhammod
Zamani

5504211036 —
ruhammed
zamani

5504211036 —
rauhanmod
Zarmani

5504211035 —
rauhammad
zamani

5504211036 —
muhommed
zamani

5504211036 —
rauRanmod
zarmani

Fo
troines.

traines.

Fo

traines.

Fo
troinee.

waines.

Fo

raines.

Fo
troines.

Fo
traines.

Fo

traines.

Fo
troinee.

Fo
traines.

Fo

raines.

Fo
troines.

Fo
traines.

Fo

traines.

Fo
traines.

Fo
traines.

Fo

rainee.

traines.

Fo
traines.

Fo

traines.

traines.

Fo
traines.

Fo

rainee.

traines.

Fo
traines.

Fo

traines.

traines.
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Robu, 18
Desamber 2024

selasa, 17
Desembar 2024

senin, 16
Desember 2024

wMinggu, 15
Desember 2024

Sabtu, 14
Desembar 2024

Jummot, 13
Desember 2024

Karnis, 12
Desamber 2024

Rabu, T
Desembar 2024

selasa, 10
Desember 2024

Senin, 8
Desamber 2024

Minggu, 8
Desermber 2024

sabtu, 7
Desember 2024

Jumat, B
Desamber 2024

Kamis, 5
Desembar 2024

Rabu, 4
Desember 2024

Selosa, 3
Desamber 2024

senin. 2
Desembar 2024

ningou, 1
Desember 2024

sabtu, 30
Movember 2024

Jurnat, 20
Movember 2024

Kamis, 28
Movember 2024

Rrabu, 27
Movember 2024

selosa, 26
november 2024

senin, 25
November 2024

Binggu, 24
Movember 2024

sabtu, 23
Movember 2024

Jurnat, 22
Movember 2024

Karmis, 21
Movember 2024

Rabu, 20
Movember 2024

198510:082019032015 -
FAMALISA ELFA, S.Pd. M.Pd

198510082019032015
FAMALISA ELFA, 5P, npd

198510082019032015 -
FAMALISA FLFA, S Pd., b Pd

198510082019032015 -
FAMALISA ELFA, S.Pd. tapd

198510082019032015 -
FAMALISA ELFA, 5P, MPd

198510082019032015 -
FAMALISA ELFA, 5 Pd., b Pd

198510:082019032015 -
FAMALISA ELFA, S.Pd. M.Pd

198510082019032015
FAMALISA ELFA, 5P, npd

198510082019032015 -
FAMALISA FLFA, S Pd., b Pd

198510082019032015 -
FAMALISA ELFA, S.Pd. tapd

198510082019032015 -
FAMALISA ELFA, 5P, MPd

198510082019032015 -
FAMALISA ELFA, 5 Pd., b Pd

198510:082019032015 -
FAMALISA ELFA, S.Pd. M.Pd

198510082019032015 —
FAMALISA ELFA, 5P, npd

198510082019032015 -
FAMALISA FLFA, 5 Pd., M Pd

198510082019032015 -
FAMALISA ELFA, S.Pd. bapd

198510082019032015 —
FAMALISA ELFA, 5P, MPd

198510082019032015 -
FAMALISA ELFA, 5 Pd., b Pd

198510:082019032015 -
FAMALISA ELFA, S.Pd. M.Pd

198510082019032015 —
FAMALISA ELFA, 5P, npd

198510082019032015 -
FAMALISA FLFA, 5 Pd., M Pd

198510082019032015 -
FAMALISA ELFA, S.Pd. bapd

198510082019032015 —
FAMALISA ELFA, 5P, MPd

198510082019032015 -
FAMALISA ELFA, 5 Pd., b Pd

198510:082019032015 -
FAMALISA ELFA, S.Pd. M.Pd

198510082019032015 —
FAMALISA ELFA, 5P, npd

198510082019032015 -
FAMALISA FLFA, 5 Pd., M Pd

198510082019032015 -
FAMALISA ELFA, S.Pd. bapd

198510082019032015 —
FAMALISA ELFA, 5P, hMPd

5504211036 —
rauhammod
zamani

5504211035 —
ruhommod
Zarmani

550421035 —
rMuhammod
Zarnani

550421036 —
ruhammod
zarmani

550421035 —
nuhammod
Zamani

550421036 —

5504211036 —
rauhammod
zamani

5504211035 —
ruhommod
Zarmani

550421035 —
rMuhammod
Zarnani

550421036 —
ruhammod
zarmani

550421035 —
nuhammod
Zamani

550421036 —
ruhammod
Zarmani

5504211036 —
rauhammod
zamani

5504211035 —
ruhommod
Zamani

550421035 —

550421036 —
ruhammod
zarmani

5504211035 —
nuhammod
Zamani

550421036 —
rMuhammod
Zarmani

5504211036 —
rauhammod
zamani

5504211035 —
ruhommod
Zamani

550421035 —
Muhamemod
Zarnani

550421036 —
ruhammod
zarmani

5504211035 —
nuhammod
Zamani

550421036 —

5504211036 —
rauhammod
zamani

5504211035 —
ruhommod
Zamani

550421035 —
Muhamemod
Zarnani

550421036 —
ruhammod
zarmani

5504211035 —
nuhommod
Zamani

Fo
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Fo
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Fo
traines.

Fo
traines.
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Fo
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traines.

Fo
trainee.

Fo
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Fo
traines.

Fo
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Fo
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Fo
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Fo
traines.

Fo
traines.

Fo
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Fo
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trasinee.
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selasa, 19
Novamiber 2024

Senin, 18
November 2024

Minggu, 17
November 2024

sabtu, 16
Novemiber 2024

Jurmat 15
November 2024

karmnis, 14
november 2024

Rrabu, 13
Novamiber 2024

salasa, 12
November 2024

semnin 11
November 2024

ninggu, 10
November 2024

sabtu, O
November 2024

Jumat, B
november 2024

Kamis, 7
Novemiber 2024

Rabu, B
November 2024

selaza. 5
November 2024

senin, 4
Novemiber 2024

ringgu, 3
Movember 2024

sabtu, 2
movember 2024

Jurnat, 1
Novemiber 2024

Karnis, 31
Oktober 2024

Rabu, 30
oktober 2024

selasa, 29
Cktober 2034

senin, 28
Oktober 2024

Minggu, 37
Oktober 2024

sabtu, 26
Cktober 2024

Jumat, 25
Oktober 2024

Karnis, 24
oktober 2024

Kamis, 24
Cktober 2024

Rabu, 23
Oktober 2024

198510082019032015 —
FANALISA ELFA, 5.Pd., M.Pd

198510082019032015 -
FANALISA ELFA, S.Pd., MPd

198510082019032015 —
FAMALISA ELFA, S.Pd. MPd

198510082019032015 —
FANALISA ELFA, S.Pd., MPd

198510082019032015 -
FANALISA ELFA, S.Pd., MPd

198510082019032015 —
FAMALISA ELFA. S.Pd. Mpd

198510082019032015 —
FANALISA ELFA, 5.Pd., M.Pd

198510082019032015 -
FANALISA ELFA, S.Pd., MPd

198510082019032015 —
FAMALISA ELFA, S.Pd. MPd

198510082019032015 —
FANALISA ELFA, S.Pd., MPd

198510082019032015 -
FANALISA ELFA, S.Pd., MPd

198510082019032015 —
FAMALISA ELFA. S.Pd. Mpd

198510082019032015 —
FANALISA ELFA, 5.Pd., M.Pd

198510082019032015 -
FANALISA ELFA, S.Pd., MPd

198510082019032015 —
FAMALISA ELFA, S.Pd. MPd

198510082019032015 —
FANALISA ELFA, S.Pd., MPd

198510082019032015 -
FANALISA ELFA, S.Pd., MPd

198510082019032015 —
FAMALISA ELFA. S.Pd. Mpd

198510082019032015 —
FANALISA ELFA, 5.Pd., M.Pd

198510082019032015 -
FANALISA ELFA, S.Pd., MPd

198510082019032015 —
FAMALISA ELFA, S.Pd. MPd

198510082019032015 —
FANALISA ELFA, S.Pd., MPd

198510082019032015 -
FANALISA ELFA, S.Pd., MPd

198510082019032015 —
FAMALISA ELFA. S.Pd. Mpd

198510082019032015 —
FANALISA ELFA, 5.Pd., M.Pd

198510082019032015 -
FANALISA ELFA, S.Pd., MPd

198510082019032015 —
FAMALISA ELFA, S.Pd. MPd

198510082019032015 —
FANALISA ELFA, S.Pd., MPd

198510082019032015 -
FANALISA ELFA, S.Pd., MPd

5504211035 -
rMuhammad
Zamani

550421035 -
rMuhammed
zamani

5504211035 —

550421035 —
Muhammad
Zamani

550421036 -
rMuhammed
zamani

5504211035 -

5504211035 -
rMuhammad
Zamani

550421035 -
rMuhammed
zamani

5504211035 —

550421035 —
Muhammad
Zamani

550421036 -
rMuhammed
zamani

5504211035 -

5504211035 -
rMuhammad
Zamani

550421035 -
rMuhammed
zamani

5504211035 —

550421035 —
Muhammad
Zamani

550421036 -
rMuhammed
zamani

5504211035 -

5504211035 -
rMuhammad
Zamani

550421035 -
rMuhammed
zamani

5504211035 —

550421035 —
Muhammad
Zamani

550421036 -
rMuhammed
zamani

5504211035 -

5504211035 -
rMuhammad
Zamani

550421035 -
rMuhammed
zamani

5504211035 —

550421035 —
Muhammad
Zamani

550421036 -
rMuhammed
zamani
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Fo

trainee.
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selosa, 22
okrober 2024

senin, 21
Cktober 2024

Minggu. 20
Sktober 2024

sabtu, 19
okrober 2024

Jumar 18
Sktober 2024

Karmis, 17
Sktober 2024

Rabuw, 16
okrober 2024

selasa, 15
Sktober 2024

Sktober 2024

minggu, 13
Sktober 2024

sabewu, 12
Sktober 2024

durmat, 1
Sktober 2024

kamis, 10
okrober 2024

Rabu, 9
Cktober 2024

selasa, 8
Sktober 2024

senin, 7
okrober 2024

ningguw. 8
Sktober 2024

sabiu, 5
Cktober 2024

Jumat, 4
okrober 2024

Kamis, 3
Cktober 2024

Rabu, 2 Oktober
2024

selaza, 1
okrober 2024

senin, 30
septernber
2024

singgu. 29
septermber
2024

sabtu, 28
sSeptermbar
2024

sumat, 27
septermnber
2074

Kexmis, 26
Septermber
2024

Rabw, 25
septermbar
2024

selasa, 24
septermnber
2024

198510082019032015 —
FAMALISA ELEA, S.Pd. hpPd

198510082019032015 —
FANALISA ELFA, 5P, bPd

198510082019032015 -
FANALISA ELFA, 5P, MPd

198510082012032015 —
FAMALISA ELFA, S.Pd. MpPd

198510082019032015 —
FANALISA ELFA, SPd., MPd

198510082019032015 -
FANALISA ELFA, SPd., hPd

198510082019032015 —
FAMALISA ELFA, S.Pd. hpPd

198510082019032015 —
FANALISA ELFA, 5P, bPd

198510082019032015 -
FANALISA ELFA, 5P, MPd

198510082012032015 —
FAMALISA ELFA, S.Pd. MpPd

198510082019032015 —
FANALISA ELFA, SPd., MPd

198510082019032015 -
FANALISA ELFA, SPd., hPd

198510082019032015 —
FAMALISA ELEA, S.Pd. hpPd

198510082019032015 —
FANALISA ELFA, 5P, bPd

198510082019032015 -
FANALISA ELFA, 5P, MPd

198510082012032015 —
FAMALISA ELFA, S.Pd. MpPd

198510082019032015 —
FANALISA ELFA, SPd., MPd

198510082019032015 -
FANALISA ELFA, SPd., hPd

198510082019032015 —
FAMALISA ELEA, S.Pd. hpPd

198510082019032015 —
FANALISA ELFA, 5P, bPd

198510082019032015 -
FANALISA ELFA, 5P, MPd

198510082012032015 —
FAMALISA ELFA, S.Pd. MpPd

198510082019032015 —
FANALISA ELFA, SPd., MPd

198510082019032015 -
FANALISA ELFA, SPd., hPd

198510082019032015 —
FAMALISA ELEA, S.Pd. hpPd

198510082019032015 —
FANALISA ELFA, 5P, bPd

198510082019032015 -
FANALISA ELFA, 5P, MPd

198510082012032015 —
FAMALISA ELFA, S.Pd. MpPd

198510082019032015 —
FANALISA ELFA, SPd., MPd

550421035 -
rauhammaod
zamani

550421035 -
rMuhammod
Zamani

55042N035 -
ruhammod
Zamani

550421035 -

550421035 -
Muhammod
Zamani

550421036 -
ruhammod
zamani

550421035 -
rauhammaod
zamani

550421035 -
rMuhammod
Zamani

55042N035 -
ruhammod
Zamani

550421035 -

550421035 -
Muhammod
Zamani

550421036 -
ruhammod
zamani

550421035 -
rauhammaod
zamani

550421035 -
rMuhammod
Zamani

55042N035 -
ruhammod
Zamani

550421035 -

550421035 -
Muhammod
Zamani

550421036 -
ruhammod
zamani

550421035 -
rauhammaod
zamani

550421035 -
rMuhammod
Zamani

55042N035 -
ruhammod
Zamani

550421035 -

550421035 -
Muhammod
Zamani

550421036 -
ruhammod
zamani

550421035 -
rauhammaod
zamani

550421035 -
rMuhammod
Zamani

55042N035 -
ruhammod
Zamani

550421035 -

550421035 -
Muhammod
Zamani
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Traines.

Fo
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Fo
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Fo
traines.

Fo
Eroinee.

Fo
traines.
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maoinee.
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Eroinee.

Fo
traines.

Fo
Traines.

Fo
maoinee.

Fo
traines.

Fo
traines.

Fo
Eroinee.

Fo
traines.

Fo
Traines.

Fo
maoinee.

Fo
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Eroinee.
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traines.
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traines.
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na

na

120

rll

122

123

Sehin, 23
Saptembar
2024

Minggu, 22
soptembar
2024

sabtu, 21
saptermber
2024

dumat, 20
saptember
2024

Kamis, 18
soptombar
2024

Rk, 18
septembar
2024

Selosa, 17
Saptembar
2024

senin, 16
soptombar
2024

198510082019032015 -
FANALISA ELFA, 5.Pd., hpd

198510082019032005 -
FANALIGA ELFA, §.Pd, MPd

198510082019032015 -
FANALISA ELFA, 5Pd., hapd

198510082019032015 -
FANALISA ELFA, 5.Pd., M.Pd

198510082019032005 -
FANALISA ELFA, 5.Pd, MPd

198510082019032015 -
FANALISA ELFA, §.Pd., Pd

198510082019032015 -
FAMALIEA ELFA, 5.Pd., MPd

198510082019032005 -
FANALIGA ELFA, S.Pd, MPd

660421036 -
mMuhammead
Zaman

550421036 -
Muhammad
Zamand

B50421036 -
wauhammead
Zamoand

550421036 -
Muhammed
Zamani

5504211036 -
Muhammad
zamani

B504201036 -
wMuhammad
Zomoard

6604211036 -
mMuhammead
Zaman

E50421036 -
Muhammad
Zarmani
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Fo

trainee,
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APPENDIX 3: Apprenticeship Acceptance Letter

ASTON

NAGOYA
SURAT KETERANGAN

Sehubungan dengan surat ini, kami bersedia memberikan kesempatan untuk
melaksanakan kegiatan Praktek Kerja Lapangan (PKL) kepada mahasiswa

dibawah ini:

No Nama Nim Jurusan

1 Muhammad Zamani | 5504211035 DIV Bahasa Inggris

Terhitung mulai tanggal 17 September 2024 sampai dengan 13 Januari 2025,
mahasiswa diposisikan di departemen Front Office (FO) sebagai Front Desk

Agent (FDA).

Demikian surat ini kami sampaikan, atas perhatian dan kerjasamanya kami

ucapkan terima kasih.

Hormat kami,

Aston Nagoya City Hotel

m

Ria Angelina 'La‘,ras‘ati

Front Office Supervisor
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|\

STON

SURAT KETERANGAN

Sehubungan telah berakhirnya kegiatan Praktek Kerja Lapangan di Aston
Nagoya City Hotel (ANCH) Batam, Menerangkan Bahwa:

Nama : Muhammad Zamani
NIM 5504211035
Jurusan : D-IV Bahasa Inggris untuk Komunikasi Bisnis

dan Profesional (BISPRO)
Universitas : Politeknik Negeri Bengkalis
Waktu Pelaksanaan : 17 September 2024 — 13 Januari 2025

Bahwa nama tersebut telah selesai mengikuti Praktek Kerja Lapangan dengan
BAIK sejak tanggal mulai 17 September 2024 hingga 13 Januari 2025 di posisi
Front Desk Agent, Aston Nagoya City Hotel (ANCH) Batam.

Demikian surat ini kami berikan kepada yang bersangkutan untuk dapat

digunakan semestinya.

Batam, 13 Januari 2025

Hormat kami,

AST

Ria Angelina Larasati

Front Office Supervisor
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APPENDIX 4: Certificated Of Internship

ASTON

CERTIFICATE OF COMPLETION

THIS CERTIFICATE IS PRESENTED TO

MUHAMMAD ZAMANI
POLITEKNIK NEGERI BENGKALIS

For having successfully completed the
Training Programme for
Front Office
on 19 September 2024 - 18 January 2025

B

i ﬂ._ - Budi Iman Santoso
urges Manager Operations Manager
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APPENDIX 5: Evaluation Form
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APPENDIX 6: List of Attendance

MANUAL ABSENCE
Name : Muhammad
Zamani Department : Front Office
Position : Front Desk Agent
Period : 17 September 2024 — 13 October 2024 (off every Monday)
Name Week 1
17 18 19 20 21 22
Muhammad September | September | September | September | September | September
Zamani ; ;) ; ;) ; ;) ; ;) ) 2 ;}
;’\‘I -~ ;’\‘I -~ ;’\‘I -~ ;’\‘I -~ .’\i@%i{é ‘:_I‘ e
Name Week 2
24 25 26 27 28 29
Muhammad September | September | September | September | September | September
Zamani : ) ) ; ; )
Name Week 3
01 02 03 04 05 06
Muhammad October October October October October October
Zamani @ : @ : g @ i ) d
(\|‘ e (\|‘ e ‘j@/“é (\|‘ e j@?ﬂé ,J@B/“é
Name Week 4
08 09 10 11 12 13
Muhammad October October October October October October
Zamani

N

N

N N

U

U

Front Office Supervisor

14 October 2025

(i,

Ria Angelina Larasati
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MANUAL ABSENCE

Name : Muhammad
Zamani Department : Front Office
Position : Front Desk Agent
Period : 15 October 2024 — 10 November 2024 (off every Monday)
Name Week 1
15 16 17 18 19 20
Muhammad October October October October October October
Zamani é@ i é? i éfa i é? i éfa i @M{s
a T - (e a - (e
Name Week 2
22 23 24 25 26 27
Muhammad October October October October October October
Zamani éf@’f i éf@’f i é?ﬁ’ i éf@" i éf@ﬂ i é@” i
q - q - qa - qa - (e a -
Name Week 3
29 30 31 01 02 03
Muhammad October October October November | November | November
Zamani é@’ i Ei’@‘ i E@' i Ei’@‘ i E@’ i E@’ i
a - q - T q - a - (e
Name Week 4
05 06 07 08 09 10
Muhammad November November | November | November | November | November
Zamani

Front Office Supervisor

11 November 2024

(.,

Ria Angelina Larasati
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MANUAL ABSENCE

Name : Muhammad
Zamani Department : Front Office
Position : Front Desk Agent
Period : 12 November 2024 — 08 December 2024 (off every Monday)
Name Week 1
12 13 14 15 16 17
Muhammad November November | November | November | November | November
Zamani :- )- )- )- 1- )-
Name Week 2
19 20 21 22 23 24
Muhammad November November | November | November | November | November
Zamanl :7 ;7 ;7 ;7 ;7 ;7
Name Week 3
26 27 28 29 30 01
Muhammad November November | November | November | November | December
Zamani E@ i éfﬁ i éfﬁ i éfﬁ i éfﬁ i éfﬁ i
a - ke (e (ke a - (e
Name Week 4
03 04 05 06 07 08
Muhammad December December | December | December | December | December
Zamani

Front Office Supervisor

09 December 2025

(.,

Ria Angelina Larasati
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MANUAL ABSENCE

Name : Muhammad

Zamani Department : Front Office

Position : Front Desk Agent
Period : 10 December 2024 — 05 January 2025 (off every Monday)
Name Week 1
10 11 12 13 14 15

Muhammad December December | December | December | December | December

Zamani @MQ g@mé gﬂm{% gﬁiﬂ{; f@m{s @mé

U Y U Y 4 Y

Name Week 2

17 18 19 20 21 22

Muhammad December | December | December | December | December | December

Zamani @MQ @M{S gmwé QEMS @Ms @’“{5

| U | Y Y 4

Name Week 3

24 25 26 27 28 29

Muhammad December December | December | December | December | December

Zamani g&ﬂé @MS @"@ f@”{g @N{S @m{f

Name Week 4

31 01 02 03 04 05

Muhammad December January January January January January

Zamani g&,ﬂ{s gam{s @‘{5 @“{5 @Mf @N{f

Front Office Supervisor

06 January 2025

(.,

Ria Angelina L.arasati




Name

MANUAL ABSENCE

: Muhammad

Zamani Department : Front Office

Position : Front Desk Agent
Period : 07 January 2025 — 12 January 2025 (off every Monday)
Name Week 1
07 08 09 10 11 12
Muhammad January January January January January January
Z.amani

Front Office Supervisor

13 January 2025

(.,

Ria Angelina Larasati
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