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Monthly Training Report: AUGUST 2002 (No. 3)
Please use this template to produce the MTRs by filling the spaces provided.  They should be submitted by the 28th of each month, with a copy e-mailed to your Contact Tutor and Placements Officer.  Please ensure you keep your own copy (either on floppy disk or paper).
	Date of Monthly Training Report:
	2nd September 2002

	Student Name:
	Robert Pasternak

	Student E-mail:
	Pr005@gre.ac.uk - robert_pasternak@hp.com

	Contact Tutor:
	Chris Rock

	Company Name:
	Hewlett Packard

	Supervisor/Line Manager Name:
	Michael Meinke


	Work Experience: 

Set out your main duties undertaken during the month and critically appraise your own performance in relation to those duties

	During August I started to become more integrated with the registration work for our exhibition, which is taking place in Lisbon in November. For me this is a totally new and exiting experience as I am doing more marketing concentrated work in this field. My main duties were to send out information pack emails to people that are intrested in joining the event. I created invitation letters and also send out reminders that the website has opened. My task is to take care of the exhibition at this event. So Im busy with contacting exhibitors and dealing with their queries about the event.


	Key Skills Development:

Outline the key skills that you have acquired as a result of the work that you have done eg. Communication skills, working with others, IT skills, time management skills etc.

	I upgraded my communication skills externally and also within the company. I think I know HP A bit better now and also the team Im working with for this big event. Im a lot more informative about the queries that I receive and also I have been given the chance to be in charge of the exhibition which has definetely improved my organisational skills by far more than I expected it to happen. 


	Critical Incidents:

Outline any significant events, both positive and negative, that took place during the month and had an impact on your work either directly or indirectly

	We hold meetings at least once every two weeks to keep everyone updated about the current situation for the event, for example who will be invited, how many people will attend, what costs are we looking at. Also now we are started to work together in smaller teams each assigned with specific goals and targets that have to be carried out and reached. 


	Employer Feedback:

Give details of any formal or informal feedback on your performance received from the employer during the month

	· Very helpful

· Is contributing to the team goals and reliable for big tasks

· A hard working employee
                                                                             (Michael Meinke, Mentor)


	Other Information:

Include any other information that you consider to be relevant to the traineeship eg .training  courses attended, social activities, cultural differences for overseas placements

	 I will be attending a training course for Frontpage (microsoft software program), which will enable me to do HTML pages and to work with hyperlinks, which can be taken from pictures that are online. I would also like to mention that this month I was on holiday for two weeks so I am really busy now catching up with the work I left behind me. Other than that I feel very comfortable working at HP and I really enjoy the helpfulness and great atmosphere, which exists here.


If you would like to add any further information about your placement, please feel free to continue on a separate page (however make sure it has your name, Contact Tutor and placement company included).
If you are unable to e-mail your MTR, please send it to:

Lakmini Abey, Business School Placements, Queen Anne Court, Maritime Greenwich Campus, Old Royal Naval College, Park Row, Greenwich, London SE10 9LS
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