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Level 6 Hotel Placement – Weekly Progress Tracker


	Week 1

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

	Food and Beverage/ Conference and Events
· Worked with bartender, assisted to supply ingredients and products from storage/cellar/chiller
· Acknowledged coffee types and cocktails recipes, menu offer and house recommendations
· Studied SOP’s of role, duties and daily chores of bartender
· Prepared coffee and chopped lemons and limes, mint beverages, cocktails
· Helped manager with inventory, identified products exhausted on stock and made new orders
· Assisted manager to answer to reviews on site
	

22/01/2025
10.00-18.00
	
	

	Food and Beverage/ Conference and Events
· Worked mainly as waiter, took orders, table served, picked-up dishes
· Studied SOP’s of role, duties and daily chores of a waiter
· Collaborated with kitchen staff to clean/dispose food after breakfast
· Ensured tables cleanliness, washed glasses and cups, table setup with cutlery and napkins for lunch
· Assisted chef at the scale with ingredients portioning
· Assisted auxiliary staff with daily duties, understood to the basic activities in restaurant
· Helped with bookings and guests assigned tables
· Ensured everything is running perfect for guests satisfaction
	

23/01/2025
10.00-18.00
	
	



	Week 2

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

	Food and Beverage/ Conference and Events
· Worked with manager to prepare stuff for an organized next day wedding
· Studied SOP’s of role, duties and daily chores of manager
· Worked with personnel in wedding ballroom to setup tables and chairs, covered tables with tablecloth and chairs with seat covers
· Identified allocated number of seats, helped with putting in position numbers on tables and names on reservation
· Setup/mis-en-place napkins, cutlery, glasses for each guest
· Helped with ornaments and written ribbons on walls
· Helped with lights setup, photo corner, red carpet, other details 
· Basic work as folding napkins, selecting cutlery and dishes, vacuum cleaning, other arrangements
	

31/01/2025
10.00-18.00
	
	

	Food and Beverage/ Conference and Events
· Helped with make supply orders 
· Worked at 230 persons wedding dinner
· Setup and provided water and beverages to tables before arrival
· At arrival assisted with assign allocated places
· served at table aperitifs and courses
· disembarrass dishes and served again
· helped with providing extra orders
· helped kitchen when overwhelmed
· participated in various activities
· assisted conference and event manager at all time
	

01/02/2025
10.00-18.00
	
	




	Week 3

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

	Front Desk operations
· in reception, reservations, assigned rooms, check-in, check-out
· final room-checks after housekeeping
· exercised PMS, remembered what learned in first placement
· collaborated with maintenance and housekeeping
· collaborated with F&B, made bookings for lunch and dinner
· managed carpark system of reservations and payments
· assisted manager in daily meeting reporting daily data
· assigned rooms booked online in proxy future/two weeks

	

05/02/2025
10.00-18.00
	
	

	Front Desk operations
· studied SOP for receptionist, evacuation in case of fire, procedures
· studied procedure for disabled guests, elevators check, stairs
· assisted with make and deliver gifts in rooms before arrival
· assisted with answering to emails and correspondence
· assisted manager to make orders to renew stock
· collaborated in daily reports, closing yesterday day, opening today day
· assisted manager with next month staff rota, checked booked days off
· helped with card transactions and print invoices
· helped with daily records, completed in system
· assisted manager to answer to reviews, writing comments


	

06/02/2025
10.00-18.00
	
	




	Week 4

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

	
Housekeeping
· studied SOP for housekeeping staff
· exercised what was learned in first placement
· assisted manager on induction for two new starters
· assisted with stock checking, reordered what not enough
· collaborated with Reception and maintenance
· checked rooms with supervisor, random overchecks
· vacuum-cleaned hallways and recreation area
· assisted team in auxiliary activities, supervised laundry collection, washing-drying-ironing

	

14/02/2025
10.00-18.00
	
	

	
Front Desk
· booked as receptionist, started with check-outs
· because a large, organized group came early to check-in, temporarily passed to housekeeping to improve promptitude
· cleaned and hygiene several rooms against time
· supplied with everything was needed for efficiency of staff
· final checked the rooms for reception to shortcut process
· collaborated with maintenance



	

15/02/2025
10.00-18.00
	
	

	Week 5

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

	
Management Department
· assisted Conference and Event Manager to elaborate organisational plan for next week scheduled events
· understood main points which matter the most, starting with customer demands, staff assignation, resources provisioning, establishing all details for a successful delivery
· collaborating with Acquisition department, Accounting department, Food and Beverage department
· communicate with Front desk 
· internal organization of Conference and Event department to set the goals and accomplish the demands
· supervising execution in detail
· keeping in touch with customers, to be up to date with their requests
· final touch and overview, to have everything in control

	

19/02/2025
10.00-18.00
	
	

	
Management Department
· sent in offices to familiarize with operations
· daily records
· balances 
· daily meetings
· reports of different departments
· put 100 questions about what is what, why is that, what this for, who does that
	

20/02/2025
10.00-18.00
	
	



	Week 6

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

	
Front Desk Operations
· booked as receptionist
· final checks of rooms after housekeeping
· collaborated with maintenance and housekeeping
· check-outs and payments
· carpark operations
· check-ins and assign rooms
· communicate with restaurants for customer bookings
· answered emails and reviews
· completed daily records and reports
· PMS operations

	

28/02/2025
10.00-18.00
	
	

	
Food and Beverage Department
· Booked with food and beverages in a full of events day
· Overviewed across multiple events as kitchen, staff, everything to be as should be
· Finished all organisational details
· Given help with delivery
· Assisted supervisor in operations
· Collaborated with front desk and restaurant staff
· Supervised kitchen 
· Supervised as allergen free/vegan/vegetarian courses to arrive to designated guests
	

01/03/2025
10.00-18.00
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