Weekly Progress Tracker
	Week
	Date
	Department
	Tasks Performed
	Challenges Faced & Lessons Learned

	Week 1
	04.02.2025
	Induction
	Met with staff from front desk, housekeeping, and restaurant
	Understood team structure and roles within the hotel

	
	05.02.2025
	Office (Management)
	Learned about payroll, rota scheduling, and room pricing
	Gained insights into financial operations and workforce management

	Week 2
	11.02.2025
	Front Desk
	Learned check-in/check-out procedures, handled customer complaints, responded to email inquiries
	Improved communication skills, and learned how to handle guest issues professionally

	
	12.02.2025
	Front Desk
	Continued learning check-in/check-out, guest inquiries, and complaint resolution
	Developed confidence in handling guest interactions

	Week 3
	18.02.2025
	Housekeeping
	Learned room organization, maintaining cleanliness standards, proper chemical usage, and self-protection
	Understood hygiene protocols and their importance in guest satisfaction

	
	19.02.2025
	Housekeeping
	Continued learning cleaning standards, organization, and safety measures
	Strengthened knowledge of efficiency and health regulations in housekeeping

	Week 4
	25.02.2025
	Restaurant
	Assisted in setting tables, cooking, serving guests, and cleaning for a 60-guest dinner
	Learned time management and teamwork in food service operations

	
	26.02.2025
	Restaurant
	Assisted in managing a 105-guest dinner, including table decoration, food preparation, and service
	Experienced high-pressure service environment, improved multitasking skills



