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	Week 1

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

	Food & Beverage Department: Within the very first day, my role as a shadow supervisor within the F&B department, I experienced menu planning and execution. Learned about exceptional customer service delivery in the dining area. I faced various challenges while maintaining exceptional food services and quality during the peak hours. I learnt the importance of customer service and quality food maintenance on my very first day. 
	Wednesday (22.01.2025) from 3 pm to 7 pm


	
	

	Food & Beverage Department: I was liable for managing inventory and maintaining the controlling cost of the hotel. Prepared food and served beverages to the guests during this job role. Here, I faced the challenges of maintaining food waste and controlling front cost adopting changing dietary habits of the consumer. I learnt the necessity of managing accurate inventory and presenting quality food to the customers.
	Thursday (23.01.2025) from 3 pm to 7 pm
	
	

	Housekeeping Department: I was responsible for maintaining laundry services, cleaning and managing public areas and guest rooms. I faced certain challenges to maintain guest demand and ensure the standard quality of efficiency and cleanliness within the room. I learnt the importance of an organised approach and attention to detail in the professional field.
	Saturday (25.01.2025) from 8.30 am to 4.30 pm 
	
	

	Housekeeping Department: I was committed for stocking and organising different supplies required to offer advanced guest services. Immediate response to the guest and working with the tight deadline were some obstacles I faced. I learnt the importance of effective communication and teamwork to maintain joint operations. 
	Sunday (26.01.2025) from 8.30 am to 4.30 pm  
	
	





	Week 2

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

	I experienced a lot of services from different guest settings such as banquets, events, room services and others. Coordinating with the kitchen staff and managing a high number of guests in peak hours were some challenges I witnessed. Here, I learned to work with the team and coordinate with my colleagues to help achieve common organisational goals.
	Tuesday (28.01.2025) from 5 pm to 9 pm 
	
	

	Food & Beverage Department: I learned a wide range of culinary experiences from fine to casual dining experience with better and advanced menu planning to serve for the guests. I also witnessed that staying updated with the food trends might help to adopt the changing food habits of the guests. 
	Thursday (30.01.2025) from 7 am to 3 pm 

	
	

	Food & Beverage Department: I was tasked with executing various recipes by maintaining consistent quality. As the dietary habits of the consumers are different I faced certain obstacles in delivering unique and delicious dishes. 
	Saturday (01.02.2025) from 7 am to 3 pm 
	
	



	Week 3

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

	Reception: I was responsible for handling check-ins and check-out information of the guests. Managed room reservations and allocated the rooms accordingly among the guests. I struggled to maintain a calm and positive attitude under extreme work pressure.
	Thursday (06.02.2025) from 7 am to 3 pm 

	
	

	Food & Beverage Department: I was tasked with managing and handling the queries of the guests regarding food and beverages by communicating with the kitchen staff. I failed to manage the quality of beverages following the health codes of the guests. 
	Saturday (08.02.2025) from 7 am to 3 pm 
	
	






	Week 4

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

	Food & Beverage Department: I was responsible for maintaining the special orders from the guests based on their customisation and preferences. Here, I learnt the importance of detailed observations and active listening to offer quality services.
	Wednesday (12.02.2025) from 7 am to 3 pm
	
	

	Food & Beverage Department: I was tasked with serving the VIP guests by taking their orders and resolving their queries related to food based on their diet. I learnt the significance of calm and a smiling gesture within the professional landscape. 
	Saturday (15.02.2025) from 7 am to 3 pm 
	
	





	Week 5

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

	Event Department: I was responsible for planning events and meetings based on the demand of the clients. Being new in this department, I struggled to meet the expectations of the clients. 

	Monday (17.02.2025) from 3 pm to 7 pm   
	
	

	Event Department: I was charged with developing event proposals and planning and managing the overall budget with the clients. Here, I learned the importance of active communication and coordination with clients and other colleagues. 
	Wednesday (19.02.2025) from 3 pm to 7 pm
	
	

	Meeting and Event Department: The manager of this department was absent, and I got the opportunity to learn various skills and knowledge from the senior of the department.  
	Thursday (20.02.2025) from 7 am to 3 pm
	
	

	Meeting and Event Department: I was accountable for managing conferences of the VIP clients and failed to provide them desired services in their selected time span and learned the importance of negotiation skills to keep the situation calm. 
	Saturday (22.02.2025) from 10 am to 8 pm
	
	







	Week 6

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

	Reception Department: I was charged with managing the billing and payments of the guests, and I have struggled to maintain all of them in peak time. I learned the importance of problem-solving skills during this session to deliver advanced services. 
	Monday (24.02.2025) from 3 pm to 7 pm
	
	

	Reception Department: I was answerable for the phone calls and emails of the clients regarding services offered by the hotels and many others. I identified the importance of active professional communication and teamwork to minimise rush in peak hours. 
	Wednesday (26.02.2025) from 7 am to 3 pm
	
	

	Event Department: I was accountable for managing various functions considering clients' preferences and developing different skills and practical experiences of event planning such as execution, active listening and coordination. 
	Thursday (27.02.2025) from 7 am to 3 pm
	
	



