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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 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

	On my first day I was in housekeeping, I was paired with Roxana, who guided me through the essential tasks of maintaining guest rooms. She patiently showed me how to properly change the bedding, ensuring it was neat and presentable, and how to thoroughly clean the bathroom and toilet to meet hygiene standards. Together, we worked on 12 rooms, and I followed her instructions carefully to ensure everything was done correctly. At the end of the shift, Roxana praised my efforts, mentioning that I had done really well and that there were no issues with my work. Through this experience, I developed several practical skills, including time management, as I needed to clean multiple rooms efficiently while maintaining high standards. 
	
	
	

	
As I learned the housekeeping routine, I was guided to pay close attention to detail in every task. I was taught to carefully inspect the sheets for any defects—if there were any, they needed to be replaced immediately. The shower had to be spotless, with no water marks or stains left behind. I also had to check and replace the glasses and cups, ensure the kettle was clean, and restock tea, coffee, sugar, and toilet paper to the correct amount.
I learned that different colored cloths are used for specific areas to maintain hygiene, and using the right one was essential. Vacuuming the floor, emptying the bins, and checking if the mattress needed flipping were also part of the process. I was shown that mattresses have signs indicating when they should be turned. Towels and pillows also had to be changed regularly to ensure a fresh and comfortable stay for guests. Each task required a keen eye and thoroughness.
My attention to detail improved significantly, and I became more confident in handling unexpected situations, such as finding a damaged towel or missing item and knowing how to resolve it quickly. Overall, this experience helped me understand the impact of housekeeping on the guest experience and the importance of maintaining consistency in service quality








	
	
	



	Week 2

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

	
Today, I started my shift in the food and beverage (F&B) department, where I focused on keeping the restaurant area clean and organised. I began by clearing tables, polishing cutlery, and tidying the book area, ensuring everything looked presentable for guests. As the morning progressed, I moved on to polishing tables and making sure the dining area remained clean and welcoming. A key responsibility was ensuring food stations were always well-stocked so guests had a seamless dining experience.
One challenge I faced today was dealing with a difficult customer. His room number wasn’t showing in the system, which meant we couldn’t verify if his breakfast had been paid for. Despite calmly explaining the situation, he became frustrated and started shouting. This experience tested my ability to stay professional under pressure. Although it was challenging, I remained composed and focused on resolving the issue. It made me reflect on the importance of patience, effective communication, and problem-solving in customer service. Situations like this reinforce the value of staying calm and empathetic, even when dealing with difficult guests.

	
	
	

	
Today, I learned the importance of efficiency, teamwork, and accuracy in hotel operations. Understanding room rates, extra charges, and membership discounts gave me insight into pricing and guest services. I also saw how teamwork and clear communication help maintain smooth operations, especially during busy times. Additionally, learning about cashless payments and proper billing procedures highlighted the need for accuracy in financial transactions. Overall, this experience reinforced the balance between guest satisfaction, efficiency, and operational success in hospitality.








	
	
	






	Week 3

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

	
Today, I learned the importance of ensuring a smooth check-in and check-out process how to activate key cards, maintaining cleanliness, and prioritising guest safety. Understanding fire safety, emergency procedures, and the need for confidentiality reinforced the responsibility that comes with guest service. I also realised how crucial teamwork and communication are, especially when coordinating with different departments. Learning about shuttle schedules and parking procedures helped me provide accurate information to guests, highlighting the value of attention to detail in delivering excellent customer service.


	
	
	

	
Today, I learned the importance of personalising the guest experience by asking about their floor preference and ensuring they have everything they need while travelling. I also practised proper baggage handling by tagging items with the date and my initials before storing them securely. Maintaining cleanliness was a key focus, as I hoovered the entire restaurant, cleaned behind the bar, and organised storage areas. I also learned food storage procedures, including discarding leftovers unless staff choose to eat them in the kitchen, away from guests. This reinforced the importance of professionalism, hygiene, and maintaining a high standard of service.









	
	
	






	Week 4

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

	Today, I focused on maintaining cleanliness and organisation in both the restaurant and shop areas. I cleaned the drink fridges, restocked stock from the storeroom, and ensured snacks were presented well for customers. I also checked and filled up sauce dispensers, sugar pots, and the drink fridges, making sure everything was well-stocked and organised. At the bar, I set out glasses from the dishwasher, cleared the inline bar area, and made sure everything was tidy for guests.
In the food and beverage area, I cleaned the coffee machine with a cleaning tablet and ensured all cereals, juices, and water machines were fully stocked and ready for use. I was also reminded of the importance of asking customers about allergies and providing them with the allergy book when needed. Keeping fruit yogurts and milk topped up was another essential task I carried out. Overall, today reinforced the importance of attention to detail, organisation, and maintaining high standards for customer service.









	
	
	

	
I started in F&B this morning alongside two staff members. My first task was clearing tables, and then I moved on to cleaning the fridges inside with Dio. After that, I polished the glass with paper towels and water. It was a quiet day with fewer customers, so I had to find tasks to keep busy. I spent time polishing more glass and cleaning the fridges, ensuring everything was organised. Today taught me how to stay proactive during quieter periods and focus on maintaining cleanliness. I learned how important it is to consistently check and clean areas that might be overlooked during busy times, ensuring everything stays organised for when customers arrive.









	
	
	






	Week 5

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

	
I continued cleaning the food and beverage area today. I made sure tables and chairs were cleaned and that food was always topped up for customers. Throughout the day, I ensured the area remained clean and that all food was stored correctly. I also checked that cups and plates were continually filled. I was reminded that we must use only the cleaning essentials provided by the workplace, as bringing cleaning items from home is not allowed. Today, I learned the importance of organisation and maintaining a clean environment for both customers and staff. It reinforced the need for consistency in ensuring food is always available and the area remains spotless, highlighting the significance of following workplace protocols for safety and cleanliness.









	
	
	

	

Today, I learned how to use Opera Cloud, a system that handles arrivals, check-ins, and departures. I was shown how to wait for the housekeeping list for check-outs and ensure that all rooms are checked and cleaned. I also learned how to handle guest queries. I was tasked with polishing the dusty menus, a small but necessary task to ensure the area remained presentable. I was reminded that we can not take cash payments directly but instead send invoices for online bookings that haven’t been paid for if requested.
This experience reinforced the importance of using the right tools, like Opera Cloud, to manage operations efficiently. It also highlighted the need for attention to detail and communication when managing guest requests and ensuring everything runs smoothly for both guests and staff.








	
	
	






	Week 6

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

	
Today, I focused on cleaning tasks in both the restaurant and food storage room. I cleaned the window ledges and skirting boards, followed by sweeping and mopping the floors in the storage room. I also cleaned all the shelves in the storage room and disinfected the food tray holder with Dio. Throughout the day, I worked in the restaurant, cleaning tables and ensuring the area remained presentable for guests.




	
	
	

	I was responsible for ensuring customers were called down from their rooms to collect their deliveries. Including orders from UberEATS, Just Eat, and Deliveroo. I also handled room reservations, checking guests out and reserving the room again for them, taking payments as needed. The room rate was £79.00 without breakfast, £13.50 for breakfast, and £30 for early check-ins, subject to availability. I also registered guest cars and made sure to keep receipts for every transaction if they were unable to do so themselves.
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