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APPENDIX 1

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 Tumitin link by [Friday 7" March 2025] at
23:59pm.

Week 1

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

Hotel Mentor
Signature

| shadowed the F&B supervisor during breakfast service for over 9am-1pm
120 guests. | got to see how they handled table turnover and guest
complaints. | also helped restock the buffet and set up the coffee

7.
rlpod =
station. It was hectic during the busy hours from 8:00 to 10:00 AM,
which was a bit overwhelming. | learned a lot about prioritising tasks
and using lean principles to reduce waste.
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Temity Saimt Davig
ggfirouugu Shift Student | Hotel Mentor
(highlight hotel department) (Date/Time) Signature | Signature
9am-1pm iR ; 4
Handied guest seating during the busy breakfast hours. Dealt with a |

| compiaint about cold food by using conflict resolution skills. Tasks

w included checking fridge temperatures for HACCP compliance.

| Faced challenges with miscommunication between the kitchen and
| front-of-house teams, which slowed down orders. Leamed to use

| the LARA confiict resolution model (Boddy, 2014) and got a better
| grasp of HACCP protocols.
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English-speaking team members. We also rolled out a ticketing
system for toast and omelets to help cut down on wait times. One of
the hurdies we faced was some pushback from senior staff
regarding the new procedures. | learned a lot about Hall's
Communication Theory, which helped in overcoming language
barmiers.

R Week 3
Experiences/Tasks/Challenges/Lessons Shift Student Hotel Mentor
(highlight hotel department) (Date/Time) Signature Signature
staff meeting where we used visual checklists to help our non- 9am-1pm
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Checked out why staff were leaving (30% annual turnover).
Observed the hiring process for two new team members. Tasks: —
Suggested starting a peer mentorship pilot program. Challenges:

i%l-gg;g.a?;g?!omg
Rule * Lessons leamed: Herzberg's Hygiene Motivators shed light
on retention problems.
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5 Week 5
mxvoac:oom:»m_ﬁnsm__ozuomPowwosm Shift Student Hotel Mentor
(highlight hotel department) (Date/Time) Signature Signature
Teamed up on a project to cut down on waste by using pre-portioned 9am-2pm S
condiments. My role involved running a debrief after the busy 5 pm -9 pm
service period, applying Deming’s PDCA Cycle. We faced some
h

urdles, like a tight budget for training our staff.

One takeaway was
that microleaming can be a budget-friendly way to train.
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flexible and adapting to the moment.

¥ g Week 6 1

Experiences/Tasks/Challenges/Lessons Shift Student | Hotel Mentor
(highlight hotel department) (Date/Time) Signature Signature
9am-2pm § ST

Inventory system proposal: Tasks included pairing up peer mentors 5 pm -9 pm

and gathering their first impressions. Challenges faced were finding PR

the right balance between keeping costs down and ensuring staff Lok 4

happiness. Key takeaway: situational leadership is all about being i »





