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Weekly Progress Tracker 




Student Name: Cristina-Valentina Preda
Student number: 2207491
Placement Coordinator: Kathryn Roberts
Date: 07/03/2025



Level 6 Hotel Placement – Weekly Progress Tracker

	Week 1

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

	· Housekeeping: Assisted with room cleaning, stripping, making beds, linen stock, consumable orders and rejects.
· Observed supervisor managing scheduling and delegation.
· Learning plan put in place for the 10 weeks of placement.
	20th Jan-26th Jan
	[image: ]
	M.Dryden

	· Challenge: Adapting to fast-paced turnover period.
· Lesson: Effective communication ensures smooth operations.
	20th Jan-26th Jan
	[image: ]
	M.Dryden



	Week 2

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

	
· Maintenance: Shadowed technician during testing on rotational basis the fire alarms, including the accesible rooms and vibratig pillows.
· Learned safety protocols and troubleshooting.
· Understanding critical skills for Leadership and Coaching.
· Analysis of policies on SharePoint examples: Right to work online process, Team Member Documents Storage, Dayforce Recruitment, WorkSafe, Health&Safety Tasks.
· NSF/EHO Health and Safety
· Key Control Audit
· Finance Policy Manual
	27th Jan - 2nd Feb
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	M.Dryden

	
· Challenge: Understanding technical terminology, ensuring the business is safe, secure and compliant.
· Lesson: Being proactive and compliant maximises efficiency.

	27th Jan - 2nd Feb
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	M.Dryden






	Week 3

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

	· Crisis Management poster information.
· What to do in case of an emergency.
· Fire Safety, responsabilities of an Appointed Person on shift.
· Co-pilot tasks for safe and audit compliance.
· Service Quality standards.
· Complaints.
	3rd Feb -9th Feb
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	M.Dryden

	
· Challenge: Understanding the safety and security of the guests, employees and the business.
· Lesson: Being properly trained and up to date with all necessary training provided on Academy Online.
	3rd Feb-9th Feb
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	M.Dryden







	Week 4

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

	
· Housekeeping: Conducted room quality inspections with supervisor.
· Participated in motivating the housekeeping team by providing incentives for 100% room cleanliness.
· Implementation of eco-friendly cleaning protocol.
· Participated in a FOH meeting where team members where encouraged to come with  suggestions of how they can improve labour eficiency.
· Managing Performance and Team Engagement.
· Impact of Wincard throughout the year and importance of TripAdvisor, Google Reviews, Spotlight feedback.
· Sales department: Revenue Management, Forecasting and Marketing strategy in promoting different rates to ensure occupancy.
· Organised WOWs for the guests arriving being Valentines Day.
	10th Feb –16th  Feb
	[image: ]
	M.Dryden

	· Challenge: Efficiently using new cleaning tools, how to improve the guest experience based on the reviews.
· Lesson: Sustainability and feedback enhances guest satisfaction.

	10th Feb -16th Feb
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	M.Dryden






	Week 5

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

	
· Relationship with the Restaurant.
· Working under pressure in the busy periods on breakfast and dinner times
	17th Feb -23rd Feb
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	M.Dryden

	· Challenge: Team work in order to enhance dining experience and meet business objectives, understanding the menu and communicating effectively back to the customer and resolving guest complaints professionally.
· Lesson: Effective communication from taking the order to deliver the plate on the table, asking for any allergies, following concise and clear instructions in order to prevent delays and provide a memorable guest journey, emotional intelligence builds positive guest relationships.

	17th Feb -23rd Feb
	[image: ]
	M.Dryden






	Week 6

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

	· Meetings and Events: Supported logistics for a corporate event.
· Observed Hotel Manager though the selection of applications for a  new housekeeping position, phone calls to the applicants in order to arrange interviews and sending link with the details and address of the hotel property to the successfull candidates.
· Reducing lenghts of stay and arranging refunds on Opera according per booking policy.
· Observed Head Housekeeper including these departures into the day cleaning schedule.
· Good night guarantee -  Guest Relations
	24th Feb –2nd March 
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	M.Dryden

	· Challenge: Balancing multiple priorities within deadlines.
· Lesson: Time management is essential and communication on handover is crucial.
	24th Feb -2nd March
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