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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

	Department: food and beverage
· Tasks – firstly welcomed the guests when arriving for breakfast, taking down the room numbers and name ticking them off the list
· Clearing tables when guests finish and reset
· Loading dishwasher
· Ensuring guests are happy
· After breakfast was done cleaned the lobby area, hoovered, mopped, wiped down all surfaces and tables resetting them as I went. 
· Went behind the bar taking coffee orders using the tills/making coffees
· Went on a floor walk to the second and third floor, picking up all glasses or dishes left on the corridors
· Did a fire walk – checking for any risk/fire hazards. Logging findings

Challenges – delays with food during breakfast due to miscommunication, but swiftly resolved by the supervisor which prevented the guest complaining









	 Tuesday 21st January 2025

09:00- 17:00
	S Begum
	Patrick Mcilduf

	Department: Food and beverage
·  Tasks – firstly welcomed the guests when arriving for breakfast, taking down the room numbers and name ticking them off the list
· Clearing tables when guests finish and reset
· Loading dishwasher
· Ensuring guests are happy
· After breakfast was done cleaned the lobby area, hoovered, mopped, wiped down all surfaces and tables resetting them as I went. 
· Went behind the bar taking coffee orders using the tills/making coffees
· Went on a floor walk to the second and third floor, picking up all glasses or dishes left on the corridors
· There was an event on at the hotel, was ensuring that there was teas and coffees refilled

Challenges – with he event on and only 2 staff members this was a challenge as the staff felt stretched having to ensure everything was ok at the event and also managing breakfast







	Wednesday 22nd January 2025

09:00-17:00
	S Begum
	Patrick Mcilduf



	Week 2

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

	Department: Housekeeping
· Task – Assisted the supervisor in assigning jobs for the day for the staff
· Cleaned the room with staff member
· Stripped beds
· Wiped and cleaned the surfaces in the room
· Restocked the tea and coffee station
· Walked around with the supervisor to inspect the cleaned rooms to mark as inspected after fully satisfied
· Checking stock to ensure the hotel wasn’t running low in supplies
Challenges – guest complained about having only half a toilet roll in his room as an IHG practicing the Green Key Sustainability measures, it’s all about preventing Waste. However the guest wasn’t when we tried to explain to him, he went ahead to say that he would put a complaint in even after explanation although there was another roll put in his room. 





	Tuesday 28th January 2025

09:00-17:00
	S Begum
	Patrick Mcilduf

	Department: Housekeeping
Tasks – today I was placed on public areas
· Hoovered the stairs
· Cleaned all the equipment’s in the gym, mopped the floor
· Theres an open space (mezzanine) open to the public on the first floor, hoovered and wiped down all areas there
· Watered all pants
· Assisted with cleaning the public toilets
· Ensured everything was stocked in the toilets

Challenges – request for inhouse laundry to be done, there was no detergent, so the supervisor didn’t have time to put an order in for that she had to go out to the nearest shop to buy the detergent to be able to do the guests laundry within the time specified
	Wednesday 29th January 2025
	S Begum 
	Patrick Mcilduf






	Week 3

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

	Department: Front of House / Reception

· Task – shadowed the supervisor
· Gave the guests a warm welcome
· Always had a positive attitude
· Checked out guests 
· Replied to some emails
· Answered phone calls
· Assisted with guests wanting to put baggage in the luggage room 
· Assisted / learnt with check-ins
· Gave out welcome drink on arrival to IHG members

Challenges – guest complaint due to being knocked on the door when they were in the shower which made the guest anxious. The guest had paid for a late checkout on arrival, but this hadn’t been communicated to the early staff. This led to a very upset guest

	Tuesday 4th February 2025

09:00 – 17:00
	S Begum
	Patrick Mcilduf

	Department: Front of House / Reception
· Task – learnt more of the system (PMS)
· Helped on the f&b department
· Had a walk around the lobby ensuring everything was clean
· Checked guests out
· After the 11pm check out started phoning guests that hadn’t left advising them of the check-out and anything after would cost them £10 every hour
· Guests that didn’t answer to ensure the rooms were empty so we could let housekeeping know we had to go and check all due out rooms that were still in the system
· Managed to check a few guests in
· Interacted with guests finding about their day and why they were staying 
Challenges- key card machine went down which meant on arrival the system wasn’t cutting keys, this was difficult and challenging for the staff as they had to communicate to this guest and take each individual guest to their room on check-in which meant service took longer

	Wednesday 5th March 2025

09:00 – 17:00
	S Begum
	Patrick Mcilduf


 



	Week 4

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

	Department: Housekeeping
· Tasks- stripping beds
· Making the bed according to brand standards
· Hoovered
· Mopped
· Clean the bathrooms
· Checking stock and assisting the supervisor to put an order in for stock that was running low
Challenges: overwhelmed with the short period of time of needing to complete a room









	Tuesday 11th March 2025

09:00 - 17:00
	S Begum
	Patrick Mcilduf

	Department: Food and Beverage
· Tasks – Greet guest and take room numbers down 
· Clear tables and reset
· Load dishwasher
· Helped kitchen wash the dishes as breakfast was busy
· Walk around ensuring all guest are happy
· Clean up after breakfast finishes
· Hoover
· Mop
· Serve at the bar
· Making coffees
· Floor walk

Challenges: one challenge I faced whilst at the bar I had taken an order for a hot chocolate however after putting through the order realised there was no more chocolate syrup to make the order. I explained this to the guest, and we offered the powdered version she was happy with the alternative. This occurred to the delivery being delayed, could have been overcome if the order was placed well in advance avoiding no stock. 

	Wednesday 12th March 2025

09:00 – 17:00
	S Begum
	Patrick Mcilduf






	Week 5

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

	









	
	
	

	









	
	
	






	Week 6

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