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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

	I have been shown how to use a proper barista coffee machine, also made a few coffees. I have been shown how to use the tablet for taking orders from customers and how to send payments through with it. 
Checked in some guests for breakfast with their room numbers.
Once we put breakfast away, I have helped cleaning around.
I have learned what different coffee types means




	




22.01.2025
	
	

	I have been helping to fill up breakfast section to make sure nothing runs out. Took some orders from guests, take payments and used their tablet to send orders through. Once breakfast finished, I have helped to put it away, also helped to clean kitchen and ready for late shift.







	




23.01.2025
	
	



	Week 2

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

	I have been asked to help put away drinks delivery as this usually comes on a Wednesday, once we checked invoice and all item, I have FIFO’d the drinks and put them away. I have helped to sweep and mop up kitchen once breakfast finished. We have changed the menu from breakfast to afternoon menu and had some walk ins order some food and drinks; I have helped the bar manager help to make some pizzas and a few hot drinks as well. 





	




29.01.2025
	
	

	It has been quiet for breakfast, so once we put it away, I have been asked to help prepping some vegetables and to put away food order as it usually comes on a Thursday, this means they get chilled and frozen items, also FIFO’d and probed for temperature and put away after.







	




30.01.2025
	
	






	Week 3

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

	I have made some coffee to go also been shown some guest have Accor memberships and they can claim free hot drinks like a coffee, they also do a loyalty program with hot beverages if you buy 5 drinks, the 6th is free. After I have been with reception for some time just watching what they do and how they do it to keep it fast and clean workflow.




	




05.02.2025
	
	

	Today was a recap of the past 2 weeks with a bit of everything, serving guests, making drinks, filling up fridges and also doing some cleaning around kitchen and bar area. After that I stud with reception to gather more information how is their shift.






	




06.02.2025
	
	






	Week 4

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

	Today I was mainly with reception, helped with breakfast as well, but been on reception all day. I was told every shift has a checklist to do early/late/night. I have been shown the early shift checklist. We checked handover from night shift and checked all cards balance match and all discrepancies corrected by the shift before.
Checked all departures and made sure payments been collected.
I have been shown how they identify departure keycards and also been shown how to check in guests.


	




12.02.2025
	
	

	Today we followed checking the checklist with checking if Accor members are arriving and preassign a room for them, they do this to every member also brought a welcome card and a bottle of water to their room. We have taken payments from third party websites been made with a virtual card. We did handover to late shift, checked card balances all match.





	




13.02.2025
	
	






	Week 5

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

	Today, I was with housekeeping, the housekeeping manager starts prepping the day and to do list at 6:30 in morning, so when the housekeepers arrive they can start straight away. I have hovered the stairs and also hovered lounge area after breakfast done and mopped up. Helped unpack fresh linen from the trolleys. She shown me how her morning routine works as well. 





	




19.02.2025
	
	

	
Spent another day at housekeeping, helped with everything, been shown how to manage staffing and how to allocate rooms for housekeepers, after I did hover and mop.





	




20.02.2025
	
	






	Week 6

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

	
I have been with bar and reception as I loved this the most, I did drinks, checked customers out and also went through their system again. 






	




26.02.2025
	
	

	
This day was very quiet, I helped cleaning around kitchen, also prepped some food and did some very fancy coffee. 




	




27.02.2025
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