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Level 6 Hotel Placement – Weekly Progress Tracker
Task: Maintain a weekly progress tracker documenting your experiences, tasks performed, challenges faced, and lessons learned. Bullet points format is welcome. You must submit this document to the designated Turnitin link by [Friday 7th March 2025] at 23:59pm.

	Week 1

	Experiences/Tasks/Challenges/Lessons
(outline hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Week 1
Department Food & Beverage
· Monitoring F&B floor, welcoming guest as they arrive for name and room number and ticking off register.
· Clearing tables taking dishes away and setting out new cutleries.
· Over shadowing making sure guests do not need anything and buffet has all food filled in containers
· Once breakfast is done take off all food
· Label all food and top it up and re seal.
· Load all dishes in dishwasher and put it in correct places.
· Hoovering and mopping dining area
· Replace menus.
· Cleaning behind bar
· Learned how to make starbuck coffees, manage tills and take payment. 
· Overshadowing a colleague did fire and floor walk of the building make sure covering all fire exits.



Some of the challenges I faced whilst on duty was, some guests wanted quick food as buffet was getting re filled so I had to explain how I am on training, and I would convey message to chef. Also, whilst working behind bar learning new skills as making latte, de caffe coffees, starbucks speciality drinks were difficult as firstly you have guests and customers watching over you then you must make sure no mistakes or spills. Lessons learned are observe closely, take time and always be calm and polite.




	Tuesday 20th January & Wednesday 21st January 9-5pm
	R.begum
	L.kirkland

	









	
	
	



	Week 2

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	
Week 2
Food and beverage
. Tasks were all similar to previous week.
· Second day I did housekeeping. Cleaning room, changing beddings, inputting fresh towels in each room and refilling beverages. Water, tea, coffee, and sugar. 
· I cleaned the stairway, wiping down the rails making sure not being an obstruction for guest. Greeted guest on the way up and down and made conversation with a couple as they were intrigued of my ethnicity. 









	

Tuesday 
27/01/2025 & Wednesday 28/01/2025

9-5pm
	


R.Begum
	


L.Kirkland

	One of the challenges I faced in f&b area was when I was approached by a guest demanding why his room had not been cleaned whilst he was out. I explained that housekeeping has a table they need to follow of check-ins and checkouts as well as floor plan as I was aware of it from day before on my shift. I then offered him a complimentary drink at the lobby and informed housekeeping department. Lesson, I learned this week is communication is especially important between departments to run day by day smoothly. If issues arise then it can be dealt with promptly and smoothly.







	
	
	






	Week 3

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Week 3
Department: Reception
· Greet guests as they Check in and out. 
· Setting a good impression as they arrive
· Making guests feel welcome. 
· Looking through bookings to see if payments had successfully been made.
· Looking through reservations
· Answering phones
· Admin jobs like filing and keeping basic supplies stocked up.
· Went up to floor to check status of room.




Challenges I faced this week as reception is a busy area of a hotel management. Guests are constantly walking in and out, so you must always be attentive. We had an in-house guest who was under the influence of alcohol, Management were aware, and guest constantly wanted beverages so kept coming down to lobby. We all had to be vigilant and sometimes it made me nervous and cautious. Although we were supervised it still made me feel on edge. So best possibility is always work alongside another colleague and stay cautious. 





	
Tuesday 3rd and Wednesday 4th February 2025
9-5pm
	
R.begum
	 
L.Kirkland

	
	
	
	






	Week 4

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	Week 4
Department: Reception
· This week I welcomed guests in and checked them out. 
· Managed few payments as guests wanted to pay for addition breakfast. I took over the till and managed to take payments on my own.
· Assisted with room services as a guest rang down for fresh towels.
· Made conversation with guests in lobby
· Under supervision did filling of bookings and payments. Confidential paperwork’s. 
· Served behind bar.
· Cleaned behind bar.
· Took payments on till on my own.
· Took all recycling to bin.








	Tuesday 10th & Wednesday 11th February 2025
	R.begum
	L.Kirkland

	This week I engaged with a lot of guests this made me question my patience, skills, and customer service skills. A lot guests kept calling down for towels, room necessities, room temp issues or maintenance issues. I stayed calm looked at arising issues contacted relevant departments and made sure everything was dealt with. This gave me a lot of opportunities to concur my own initiatives and abilities. 









	
	
	






	Week 5

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	
Week 5
Food & beverages

· Monitoring F&B floor, welcoming guest as they arrive. 
· Clearing tables taking dishes away and setting out new cutleries.
· Over shadowing making sure guests do not need anything and buffet has all food filled in containers
· Once breakfast is done take off all food
· Label all food and top it up and re seal.
· Load all dishes in dishwasher and put it in correct places.
· Hoovering and mopping dining area
· Replace menus.
· Cleaning behind bar


One of the challenges I faced whilst on f&b was a guest wanted vegetarian food and its normally not served at hotel. So I informed guest I will speak directly will chef and see what we can do. Chef then arranged for some meat free sausages and nuggets with poached eggs. Guest was overwhelmed and thanked us very much. By making small gestures we are leaving guest happy and room for opportunities for them to come bk our hotel. 






	Tuesday 17th & Wednesday 18th February 9-5pm
	
R.Begum
	
L.Kirkland

	









	
	
	






	Week 6

	Experiences/Tasks/Challenges/Lessons
(highlight hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	
Week 6
Food & beverages and Reception

· Monitoring F&B floor, welcoming guest as they arrive. 
· Clearing tables taking dishes away and setting out new cutleries.
· Over shadowing making sure guests do not need anything and buffet has all food filled in containers
· Once breakfast is done take off all food
· Label all food and top it up and re seal.
· Load all dishes in dishwasher and put it in correct places.
· Hoovering and mopping dining area
· Replace menus.
· Cleaning behind bar
· Reception duties overshadowing colleague. As was busy day hotel was fully booked so we are making sure every aspect of duties was covered. 
· Answering calls
· Admin duties
· Overshadowing Front desk operations.









	
Tuesday 24th & Wednesday 25th February
9-5 pm 
	
R.Begum
	
L.Kirkland

	
One of the challenges I faced this week on front desk was hotel was fully booked and a guest reservation that did not go through. Staying calm and logical I contacted reservation personal, and it was swiftly managed. Hotel always has 2 rooms on standby for emergencies and one was allocated to the guest straightway. This taught me that flexibility and clear communication are very vital to have in stressful conditions. Overall, my experiences here at hotel inn Sunderland have been fantastic. I have thoroughly enjoyed these past 6 weeks and looking forward to the last four weeks. Collaborating with colleagues and overshadowing them have taught me sop many skills and bought out so many of my own that I did not realise I had.



	
	
	



I acknowledge and prepared this task and assignments BHIH6002, BHIH6003 and BHIH6004 from my own perspective without any contribution from AI based systems that would cause academic misconduct. 
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