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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

	

 
Induction

-Meet the team 
-Hotel viewing

	20.01.2025
	M.P
	A.

	


Introduction to Opera Cloud
 Operational Practices/ Training






	21.01.2025
	M.P
	A.



	Week 2

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

	




Reception / Practice on Opera Cloud

Check In/Check Out


	27.01.2025
	M.P
	A.

	


Reception






	28.01.2025
	M.P
	A.






	Week 3

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

	

View of DM Log / Where all the customers complains/ requests are.
Reception duties/ Practices 
Handover practices
Downtime reports
UK Room check 
Emails and fallow-up 
System Operations / DFC, DFE and QECH room types


	03.02.2025
	M.P
	A.

	
Reception

Introduction to different travel agencies
Reservation system in depth
Reza Web – reservation system 




	04.02.2025
	M.P
	A.






	Week 4

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

	


Managerial daily duties 

Reception




	10.02.2025
	M.P
	A.

	


Front desk insights 
_ pluses and minuses for the hotel 
 Payroll
ACCOR points record (members)





	11.02.2025
	M.P
	A.






	Week 5

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

	

Food and Beverage Insights 
Bizon System
Conference rooms 
Breakfast
Bar 
Dinner


	19.02.2025
	M.P
	A.

	

On the floor for breakfast
Setting/ serving/cleaning
Conferences (setting, cleaning)
 Insights regarding the restaurant (minuses/pluses)




	20.02.2025
	M.P
	A.






	Week 6

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

	

Housekeeping
· Rooms check 
· Managerial duties 
· Practices and standards for cleaning the rooms


	24.02.2025
	M.P
	A.

	

Front office

Checkouts
Cards key check/redoing them / preparations 
Coverage for colleagues/ reception and bar

Disability customers 





	25.02.2025
	M.P
	A.
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