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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

	I was helping the Zest bar (doing coffees, cleaning the tables, taking the glasses and coffee cups to the kitchen. We also had a problem with the main coffee machine In Zest bar that needed re service and was impacting the customers as we had to make coffee from the main restaurant and the coffee machine wasn’t making all types of coffees and we have to give them some discount for the coffees. I went for daily meeting (10am) where all the managers/supervisors attend and discus all the issues, gains, rooms sold from previous day.
	22-24 January 2025
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	Week 2

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

	I was helping F&B on the main restaurant Cast Iron, setting up for breakfast, cleaning up and then setting up for lunch and if there were not many customers for lunch, we would set up half of the restaurant for dinner. I been polishing cutlery and glasses.

	29-31 January 2025
	
[image: ]
	
[image: ]




	Week 3

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

	I was helping C&B setting up the rooms different meeting and events by setting the tables and chairs in different shapes. Went for B.E.O meeting were each manager for will attend and discus the following week events, rooms availability/sold, any details about preparing the food and any special request from the customers what is happening every Wednesday at 2 pm.
	5-7 February 2025
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	Week 4

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

	I was shadowing the Front desk manager; I was nervous all the time I was left alone for few minutes in case someone was coming to ask for any information that I didn’t know.
	12-14 February 2025
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	Week 5

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

	I started to work on the rooms availability and change them accordingly such as King size and Twin room where I found it very difficult and challenging as they are using a very old system. Organised the Pantry room for Marriott Bonvoy quest (Titanium, platinum and ambassador) where they can go and have free coffee, snacks, fruit etc)

	19-21 February 2025
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	Week 6

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

	
I started doing the morning check list for Front desk. I started working at the rota for all front desk employee by checking how busy the hotel will be for following week and also scheduled their hours on payroll. I went for a 10am meeting with all managers/supervisors discussing any issues/changes, rooms sold, questions voice (nice feedback or compliments) services satisfaction (pool, spa, gold) regarding previous day.
	26-28 February 2025
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