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Level 6 Hotel Placement – Weekly Progress Tracker
Marika Henszek ( 2208214) 
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

	Front Office at the Coldra Court Hotel. 
· Meeting the team and management
· Shadowing management
· Briefly look at the systems, programs (ResDiary, Opera, Enjovia, 3cportal.
· Looking at reports


I learned how to complete daily hotel check list, separately for AM and PM shift. We mainly focused on AM check list, I learned different codes to be able to search for reports in Opera for example occupancy reports, guest additional amenities, traces for housekeeping. 






	22.01.2025
07:00-15:00 
	Marika Henszek
	Dessy Koleva Smith

	 
Front Office.
 We started from printing all the informations such as daily events, meetings, VIP guests arrivals. 
Today I learned how to  check out the guest and how to make spa and pool reservations in Res Diary. Towards the end I felt confident to do it on my own, everything went well until I asked the couple in front of me if they enjoyed the stay. Guest was unhappy with the services and demanded refund, I did not feel comfortable to carry on the conversation as I was not fully aware of the policies and procedures, I asked for help of someone more experienced.

Today I also learned how to contact the housekeeping on the radio to pass any updates about the rooms, for example late check outs, additional robes and towels. 







	23.01.2025
07:00-15:00 

	Marika Henszek
	Dessy Koleva Smith 
Receptionist - Basia



	Week 2

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

	Front Office. 

Today I learned how to split payments during the check out when the company is covering dinner, bed and breakfast. I learned that the reservations set PM number for different companies and the main organiser covers some of the expenses, guest only pays for parking and any additional charges they made. It was difficult to me to remember everything, the check out process today was very detailed and the queue of guests was long. I think that additional staff would make a difference. 

I learned how to validate parking tickets and how to add the charges to the guests account on Opera. 

Challenge with the car park barrier, it would not automatically lift when the guest exits – I was manually operating the system from behind the reception. 








	28.01.2025
07:00-15:00
	Marika Henszek 
	Dessy Koleva Smith 

Receptionist – Basia 

	
Front Office.

Today I started from checking the emergency reports. Then the guests started checking out. 
I managed to complete a few check outs without any help today. 

I learned how to transfer guests deposit back to their account. Receptionist explained that upon check in we take a payment of £50 as pre authorisation. We pulled out all the check out list from the Opera and logged to 3cportal where by using guest details we were able to transfer back all the deposits. 








	29.01.2025
07:00-15:00
	Marika Henszek
	Dessy Koleva Smith






	Week 3

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

	
Food and Beverage. 

· Shadowing breakfast Supervisor
· Learning table numbers
· Safety regulations
· Clearing tables, polishing plated, tables, setting up tables
· 
Today I learned how to check the breakfast report to find out how many guests we are expecting to have for breakfast, I learned how to handle guest with allergies. 

I felt comfortable in restaurant, I have experience in that field and I did not struggle to assist the guests. 




	03.02.2025
07:00-15:00 
	Marika Henszek

	Dessy Koleva Smith 

Restaurant:
Luke Jones

	 
Front Office. 

Today I started from helping to fill up the daily check list and I assisted with check out. Very busy morning.

I was introduced to the occupancy reports today, where and how to search for them, how to print them and make updates if needed. 






	04.02.2025
	Marika Henszek
	Dessy Koleva Smith 








	Week 4

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

	
Front office: 

· PM check list
· Guest check in step by step
· Guest feedback 

Today the main task we focused on was the guest feedback. Using ReviewPro system we were able to respond to guest messages prior their arrival and respond to their feedback. I use Review Pro on daily basis in restaurant to respond to the guest feedback, however I learned new thing - chat box where we can provide any additional informations.




	10.02.2025
16:00-23:00
	Marika Henszek
	Dessy Koleva Smith 

	
Food and Beverage. 

· ResDiary reservations
· Taking food orders 
· Assisting with food run 
· Customer feedback 

Today I assisted with dinner service. I learned table numbers prior service to be able to assist the host. I helped the floor staff by taking the food orders and helping food run when pass was busy. 

I observed that staff does not mention guest allergies/ intolerances on each dish before they sent check to the kitchen. I shared my feedback with the restaurant team that providing additional information about allergens and intolerances is very important for the kitchen team to ensure there no cross contamination. 





	13.02.2025
16:00-23:00
	Marika Henszek
	Dessy Koleva Smith 

Restaurant:
Luke Jones






	Week 5

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

	
Food and Beverage. 

· Managing stock and wastage – briefly explained by Supervisor  
· Staff sickness/absence 
· Monthly training goals 


Today I learned how the Rib Restaurant Management creates the staff schedules, how they manage holidays and staff absence. 

I noticed that from management point of view is very difficult to cover busy weekends when staff call is sick or do not turn up at all. 

Challenge: not enough team to cover busy service.




	18.02.2025
16:00-23:00
	Marika Henszek
	Dessy Koleva Smith 

Restaurant:
Luke Jones

	
Front Office. 
 
Today I assisted with check outs, with a lot of practice previous weeks I felt confided to do it on my own. I was able to process the payments and add carpark charges, I was able to assist the guest who was incorrectly charged for dinner when having dinner allowance. 

I also learned how to allocate rooms for the conference guests who had express check in and how to upgrade rooms. 








	19.02.2025
07:00-15:00
	Marika Henszek
	Dessy Koleva Smith 






	Week 6

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

	

Front Office. 

· Completing daily check list
· Printing daily reports
· Assisting with check outs 
· Manually operating car park barrier 
· Answering phone calls







	26.02.2025
08:00-16:00
	Marika Henszek
	Dessy Koleva Smith 

	

Food and Beverage. 

· Breakfast service
· Managing Res Diary bookings
· Assigning staff duties for the AM shift 
· Shadowing management







	27.02.2025
	Marika Henszek
	Dessy Koleva Smith

Restaurant:
Marius Ciocea 
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