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Weekly progress tracker
Name: Sezen Mustanova
Hotel Name: Cross Hands Hotel, Llanybydder 
Placement Duration: 3rd February – 5th March 2025
Supervisor/Mentor: Nadine 
Appendix 1: Week 1 and 2
	Department 
	Receptionist

	Task performed
	· Welcoming guests with proper check-in and check-out procedures. 
· Answering phone calls and responding to an email enquiry 
· Processing advanced payments

	Challenges faced
	· Conflicts due to room availability issues 
· Multitasking during peak hours 
· Strict protocols regarding hotel reservations

	Lesson learnt
	· Staying calm and listening to guests attentively. 
· Gaining knowledge regarding hotel reservation protocol 
· Developing problem-solving skills and confidence

	Future
	· Improving the speed and accuracy of the service
· Deepen knowledge to develop stress management techniques during operational hours.



Table 1: Tracker for Week 1 and 2
(Source: As created by the author)
Appendix 2: Week 3 and 4
	Department 
	Housekeeping 

	Task performed
	· Preparing guest rooms by maintaining hygiene and cleanliness standards 
· Assisting laundry operations 
· Handling special requests regarding extra pillows and blanket services 
· Providing room amenities including toiletries, towels and refreshments

	Challenges faced
	· Staff shortage can lead to customer dissatisfaction
· Poor communication skills can increase challenges regarding the maintenance of clean rooms 

	Lesson learnt
	· Service standards and cleanliness protocols 
· The importance of team works ensures a smooth workflow 
· Need for balancing quality and efficiency

	Future
	· Improving service efficiency without compromising quality 
· Increasing knowledge regarding sustainable approaches to housekeeping


Table 2: Tracker for Week 3 and 4
(Source: As created by the author)
Appendix 3: Week 5 and 6
	Department 
	Kitchen 

	Task performed
	· Assisting the head chef with marinating ingredients and chopping vegetables 
· Managing kitchen inventories and stock levels 
· Adhering to food hygiene standards and safety regulations

	Challenges faced
	· Issues to work in high high-paced environment with constant demand and supply
· Handling kitchen stress and maintaining consistency in food preparation

	Lesson learnt
	· Importance of teamwork and multitasking 
· Gaining knowledge regarding hygiene standards and food safety protocols

	Future
	· Increasing knowledge regarding waste management and reduction strategies 
· Learning more regarding menu planning and setting


Table 3: Tracker for Week 5 and 6
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