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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

	Shift 1
· Worked at the reception, handling seven reservations and five check-outs.
· Checked if rooms were cleaned and ready for new guests. Housekeeping updates a document so reception knows which rooms are available.
· Learned that the hotel uses the Opera Cloud system by Oracle Hospitality.
· Observed how payments are processed and the importance of checking each transaction before a guest leaves.
· When guests arrive, they must show an ID and receive an electronic key card to access the elevator and their room.
· During room checks, we knock three times and say "Reception" before entering.

	21.01.2025
	Alina Cristina Pruteanu 
	

	Shift 2
· Checked in 5 guests.
· Verified if they had paid, if breakfast was included, and if they had a car to register in the system.
· Worked in Food & Beverage (F&B) and learned about Law 25 regulating alcohol service.
· Alcohol is only served after noon.
· Learned portion sizes for spirits and how to make coffee.
· Cleaned cutlery and arranged glasses by size.
· Noticed that most guests were students from China and Saudi Arabia.
	22.01.2025
	Alina Cristina Pruteanu 
	



	Week 2

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

	Shift 3
· Helped serve guests at tables in F&B.
· Took food and drink orders and learned alcohol measurement rules.
· Memorized drink prices.
· Cleaned bar equipment and practised using the coffee machine.
· Learned how to serve food properly and process customer payments.
	29.01.2025
	Alina
Cristina
Pruteanu 
	

	Shift 4
· Noticed that most bookings are made through Booking.com.
· Verified reservations and checked payment status.
· Learned how to charge for parking, which isn’t included in the room price.
· The hotel only accepts card payments, no cash.
· A manager guided me through a complete check-in process with supervision from a reception team member.
· Some guests confused this hotel with Ibis Low Budget, so the reception team often calls the other hotel to check if the booking was made and then directs the guest accordingly.
	30.01.2025
	Alina Cristina Pruteanu 
	






	Week 3

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

	Shift 5
· Got more familiar with check-in and check-out procedures.
· Learned to double-check payments and register them in the system.
· Dealt with guest complaints about noise and the lack of air conditioning.
· Noticed that the hotel has no security, and after 11:00 PM, guests can only enter with an electronic key card.
	08.02.2025
	Alina Cristina Pruteanu 
	

	Shift 6
· Worked again in F&B, helping track refrigerator temperatures for alcoholic and soft drinks.
· Learned how electronic payments are stored and why keeping records is important for potential refunds or fraud cases.
· The hotel is pet-friendly, charging £10 per day for pets.
	09.02.2025
	Alina Cristina Pruteanu 
	






	Week 4

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

	Shift 7
· Helped serve breakfast (6:30 - 10:30 AM) and dinner (5:00 - 10:00 PM).
· Cleaned and reset the dining area between shifts.
· Talked with staff about their roles and how different departments work together.
	12.02.2025
	Alina Cristina Pruteanu 
	

	Shift 8
· Noticed issues in the kitchen caused by bad smells from waste storage.
· Guests often complain that rooms are too small and don’t have air conditioning.
· Since the hotel is next to a club, noise is a frequent problem.
	13.02.2025
	Alina Cristina Pruteanu 
	






	Week 5

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

	Shift 9
· Took orders for food and drinks in the restaurant.
· Processed payments and printed receipts.
· Learned how to suggest menu items to guests.
	19.02.2025
	Alina Cristina Pruteanu 
	

	Shift 10
· Worked behind the bar, preparing cocktails and serving guests.
· Cleaned and organised bar equipment.
· Checked stock levels and updated inventory.
	20.02.2025
	Alina Cristina Pruteanu 
	






	Week 6

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

	Shift 11
· Helped manage guest complaints about noise and room conditions.
· Learned how to listen to guests and find solutions to their problems.
· Most complaints were about small bathrooms.
	26.02.2025
	Alina Cristina Pruteanu 
	

	Shift 12
· Practiced handling check-outs and verifying guest bills.
· Received feedback from managers and coworkers about my performance.
· Reviewed everything I learned during the internship and discussed ways the hotel could improve operations.
	27.02.2025
	Alina Cristina Pruteanu 
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