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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 the first day of my placement, I met the hotel staff, and Arun, the hotel manager, gave me a mini tour of the hotel. He informed me that the hotel has 124 rooms, of which 7 are accessible rooms. He explained that although all the rooms are the same size, they are sold in three different categories: DFC (Standard Room), DFE (Executive Room), and DBB (Accessible Room). The DFE rooms differ from the others by offering bathrobes, slippers, and a small refrigerator, while the DBB rooms are the same size but do not have a sofa bed, providing more space for guests with special needs.
Additionally, Novotel Milton Keynes offers a total of seven fully equipped meeting rooms that can accommodate up to 120 delegates. The largest conference room, the Linford Wood Suite, can host up to 120 guests. These versatile spaces are suitable for various events, including conferences, seminars, and workshops. Each room is equipped with modern audiovisual equipment, high-speed Wi-Fi, and flexible seating arrangements to meet diverse event requirements.
From the very first day, Arun and the rest of the team were very friendly. They didn’t overwhelm me with too much information and treated me like a new colleague. After the hotel tour, they allowed me to familiarize myself with the people and the new environment. By the end of the day, I felt very good and grateful to be part of this team, even if it is just for a short period of time.




	20.01.25 

08:00-16:00

	Alina Boestean
	S.Arun

	On the second day of my internship, I started at the reception with Ivana. She showed me the responsibilities of the morning shift and explained that the first thing she does when starting her shift is print the Early Shift sheet and follow it step by step. This list contains 13 very important tasks that need to be completed carefully but also as quickly as possible:
1. Receive a proper handover and check the DM log.
2. Print the Downtime Security report.
3. Clean the reception desk.
4. Check the arrival list, special requests, and "sparkles" (noted highlights or special considerations).
5. Check at least 5 rooms.
6. Prepare a meal allowance list for F&B (Food and Beverage).
7. Check the Front Office emails and follow up on any outstanding matters.
8. Monitor the CCTV every hour and sign off on it.
9. Conduct a "poop test" (ensure the restroom facilities are clean and stocked).
10. Print all City Ledger invoices with backup documentation.
11. Confirm that all rooms are checked out no later than 12 PM, except for day-use rooms.
12. Complete banking and closing sheets with no discrepancies.
13. Process deductions and refunds for any negative postings.

	24.01.25

10:00-18:00
	Alina Boestean
	Ivana Nikolovski



	Week 2

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

	On the first day of my second week, I was at the reception with Evana. She was the first to introduce me to Opera Cloud and show me how it works. That day, I learned—or at least tried to learn—everything related to check-in, check-out, day use, and new bookings.
Today, I spent the entire day at the reception, making the most of this valuable time by closely observing the check-in and check-out processes. I even had the opportunity to put my knowledge into practice, under the supervision and with the guidance of my colleague.







	28.01.25

10:00-18:00
	Alina Boestean
	Ivana Nikolovski

	
Today, I learned about Accor and discovered that Novotel Milton Keynes is part of Accor's midscale brand. Accor is a French multinational hospitality company that owns, manages, and franchises hotels, resorts, and vacation properties worldwide.
I also learned about the benefits of becoming an Accor member through the ALL – Accor Live Limitless loyalty program.
Benefits of Joining ALL – Accor Live Limitless
Becoming a member of ALL – Accor Live Limitless is free and provides access to exclusive savings, reward points, and unique perks across Accor’s extensive portfolio of over 5,300 hotels worldwide.
Key benefits include:
· Exclusive Savings: Members enjoy up to 10% off bookings at more than 3,000 hotels, leading to significant cost savings on accommodations.
· Earning Points: Reward points can be earned not only for hotel stays but also when dining at Accor restaurants, enjoying drinks at Accor bars, or attending live performances at Accor venues. These points can be redeemed for future stays, experiences, or products.
· Tiered Benefits: Membership progresses through Classic, Silver, Gold, Platinum, and Diamond tiers. Higher tiers offer additional perks such as welcome drinks, priority check-in, room upgrades, and access to exclusive lounges.
· No Blackout Dates: Points can be redeemed any day of the year without restrictions, offering flexibility and ease when planning trips.
Conclusion
Joining ALL – Accor Live Limitless enhances travel experiences through financial savings, rewarding loyalty, and providing exclusive member benefits, making it a valuable program for frequent travelers and those seeking an enriched lifestyle.










	29.01.25

10:00-18:00
	Alina Boestean
	S.Arun






	Week 3

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

	

Today, I spent most of my time with Arun, the hotel manager. He showed me one of the most important tasks he handles as a manager—Room Reconciliation.
He explained that the hotel pays a housekeeping company for cleaning services and that room reconciliation ensures all room inventory is accurately accounted for, with each room’s status correctly reflected in the hotel management system. This process is essential for smooth operations and financial accuracy.
Key Aspects of Room Reconciliation:
1. Inventory Management: Ensures an accurate count of available, occupied, and vacant rooms, which is crucial for effective reservations and maximizing room sales.
2. Daily Reporting: Conducted daily, room reconciliation involves comparing the physical room status (clean, dirty, out of order) with the data in the property management system (PMS) to ensure all statuses are up to date.
3. Error Identification: Helps detect discrepancies between the PMS and the actual room status, such as rooms not marked as cleaned or incorrectly listed as occupied, reducing errors that could impact guest satisfaction or revenue.
4. Financial Accuracy: Essential for financial reporting and revenue management, as it tracks the number of rooms sold, revenue generated, and occupancy rates.
5. Staff Coordination: Requires collaboration between housekeeping, front desk, and management to ensure everyone is aware of room statuses and can respond to guest needs efficiently.
6. Reporting and Analysis: The data collected from room reconciliation is useful for performance analysis, identifying occupancy trends, peak periods, and areas for improvement.
By maintaining an effective room reconciliation process, hotels can enhance guest experiences, improve operational efficiency, and optimize revenue management.
Today, I spent most of my time performing Room Reconciliation, and I also spent some time at the reception.





	05.02.25

09:00- 17:00
	Alina Boestean
	S.Arun

	
This morning, I had fire training conducted by Petraq. He showed me all the emergency exits, explained the fire protocol, and pointed out the designated fire meeting point. He also detailed the role of each employee in the event of a fire and demonstrated how to safely evacuate individuals with disabilities. At the end of the session, I took a test.
For the rest of the day, I was at the reception, where I learned about the responsibilities of the late shift. The team follows a structured checklist, completing each task step by step.







	06.02.25

09:30-17:30
	Alina Boestean
	S.Arun






	Week 4

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

	
Today, I learned something very interesting. Together with Arun, I conducted a thorough review of the hotel's daily financial activities to ensure accuracy and compliance. My tasks included the following:
1. Review of Staff Postings: I systematically checked the entries made by hotel staff throughout the day, including room charges, services rendered, and any additional fees. This involved verifying that all transactions were accurately recorded in the hotel's management system.
2. End-of-Day Reconciliation: I compared the total amounts declared at the end of the day against the daily reports generated by the hotel management system. This step was crucial in ensuring that the revenue reported matched the actual transactions conducted throughout the day.
3. Verification of Discounts and Refunds: I examined records for any discounts or refunds processed. This involved checking for supporting documentation, such as receipts or approval emails, to ensure that these transactions were legitimate and properly documented.
4. Identification of Discrepancies: Throughout the verification process, I remained vigilant for any inconsistencies between the reported figures and the actual postings. Any discrepancies were flagged for further investigation to maintain financial integrity.
5. Documentation: I took detailed notes of my findings, including any issues encountered and the corresponding evidence reviewed. This documentation serves as a record of the hotel's financial health and supports accountability within the team.
Arun explained to me that by performing these tasks, I contributed to maintaining accurate financial records, which is essential for effective hotel management and operations. This process not only ensures compliance with financial regulations but also enhances the overall guest experience by fostering transparency and trust.








	10.02.25
10:00-18:00
	Alina Boestean
	S.Arun

	
Today, a police officer visited the hotel to conduct training for the staff on "Tackling Child Sexual Exploitation in Hotels."
She discussed the measures we can take to recognize and prevent situations where a child may be in danger. Some key methods include:
· Checking IDs to verify that the adult accompanying the child is a parent or guardian.
· Observing body language for signs of distress or discomfort.
· Being cautious if guests have no luggage at all.
· Noting unusual requests, such as asking for a room near a fire exit.





	13.02.25
10:00-18:00
	Alina Boestean
	S.Arun






	Week 5

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

	
Today, I arrived in the morning to spend the day with the F&B team, just as breakfast service began. Together with Michelle, I set up the bar and later welcomed guests to breakfast. We carefully checked whether breakfast was included in their booking, whether they had already paid, or if they needed to pay. Throughout the service, we ensured that guests had everything they needed and promptly attended to any requests.
At 9 AM, when breakfast service ended, I helped the team with cleanup before we prepared lunch for the companies holding meetings in the conference rooms. Today, two companies used 2 out of the 7 conference rooms—one with 30 people and the other with 25. We served lunch and regularly refilled water, coffee, juice, and anything else needed.
By the end of the day, the team was happy to have me there. It had been a busy day, and an extra pair of hands was greatly appreciated. I was also glad to learn something new while being helpful.





	17:02.25
06:00-14:00
	Alina Boestean
	Ivan Pang

	
Today was the busiest day at the hotel. When I arrived in the morning, Anusila was already overwhelmed—it was one of those days when the phone rang non-stop. I spent the entire day at the reception, with my main responsibility being to manage bookings for the pool.
I had to ensure that we didn’t exceed the maximum capacity of 15 people, explain to guests that each session lasted 30 minutes, and make sure they recorded their entry and exit times.
Another important thing I learned was how to cancel a parking ticket for a guest. The hotel's policy requires every guest to register their car at check-in to avoid receiving a fine. However, guests often forget to do this for various reasons. If they receive a fine, the hotel staff can easily cancel it.
Since it was such a busy day, I was also responsible for making room keys for guests. I guided them to their rooms and explained important details, such as breakfast times and the schedule for the sauna, pool, and gym.
By the end of the day, I truly felt like a receptionist, fully embracing my role and responsibilities.





	20.02.25
	Alina Boestean
	S.Arun






	Week 6

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

	Today, I spent one more day with Ivana at the reception. It was a quiet day. I observed Ivana’s attitude, learned how to react in different situations, and how to stay calm when dealing with a nervous guest.


	26.02.2025

09:00 – 17:00 
	Alina Boestean
	Ivana Nikolovski

	Today, Arun explained all the duties he has in a day. Step by step, he described and demonstrated each task he performs from the beginning of the shift to the end.
Arun also shared the hotel's strengths and weaknesses.
The biggest drawbacks are:
1. The lack of flexibility within the team.
2. Weak marketing and sales strategies.
3. The hotel's location—it is too far from the city center, and there is no direct bus line.
The most important advantages are:
1. A large, free parking area.
2. A well-equipped leisure center, including a sauna, gym, and pool—all free of charge.
3. Free accommodation for children, plus complimentary meals when parents book breakfast, lunch, or dinner.
4. Novotel Milton Keynes is a pet-friendly hotel.
5. A friendly and supportive team.
6. An excellent general manager—Elena. Both she and Arun know how to work as a team and can handle any situation together.



	27.02.2025

09:00- 17:00
	Alina Boestean
	S.Arun
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