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Monthly Training Report: November 2002 (No.7)
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:
	31st January 2003

	Student Name:
	Robert Pasternak

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

	Contact Tutor:
	Iwona Vellam

	Company Name:
	Hewlett Packard

	Supervisor/Line Manager Name:
	


	Work Experience: 

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

	The December month was really short as I took a long holiday, relaxing from the event. After the event I send out Xmas cards and received a lot of fabulous thank you emails for the great event. This month I have been finishing of the exhibitors invoicing for the HP Software Universe in Lisbon. I have been working on the analysis of the newsletter and also producing a guideline on the exhibition for the next student who will take my place. I will document all my tasks and buily up a manual, until I leave hp.


	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.

	· Computer skills

· Communication & writing skills

· Organizational and interpersonal skills

· Team working skills


	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

	With the leave of my mentor Michael Meinke, I have been a bit lost this month as I was unclear of what my tasks are now and who I will be helping out the most. After our long team meeting this morning, our manager decided that he will review the situation and clearly set up my new “job role” and tasks, as some of Michael’s and my past work is not being “outsourced” or an automated process has taken over. Nevertheless I will be learning new and different things from now on as I will be helping out in other domains like, trainings, certification and also plannings and possibly our hp software Online shop. I can only see this as a new challenge to expand and use all my capabilities.


	Employer Feedback:

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

	


	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

	From now on the marketing services team EMEA will hold regular meetings (once a month) where we all discuss our last month achievements, next month goals and we will also mention any issues and uncertainties. I think that also, the time has arrived where we should start to think about the recruitment process for the new interns and set up a clear and planned schedule. 

Also I am currently gathering information from hp and the world wide web to start my organisational appraisal. I allrady have very useful information and will keep on researching, in order to explain and talk about, hp, EMEA Marketing and my role @ HP.




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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