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BMIH6003 Hotel Placement – Managing Guest Service Operations

Weekly Progress Tracker
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	Week
	Department
	Tasks Performed
	Challenges Faced
	Lessons Learned and Reflections

	Week 1 (20th-26th Jan)
	Housekeeping
	- Shadowed housekeeping supervisor on room inspections. 
- Learned about cleaning protocols, stock management, and guest requests. 
- Assisted in preparing rooms for VIP guests.
	- Struggled with maintaining speed while ensuring quality. 
- Handling guest complaints about room cleanliness was challenging.
	- Developed time management skills. 
- Understood the importance of attention to detail in housekeeping. 
- Learned how to handle guest concerns with professionalism.

	Week 2 (27th Jan-2nd Feb)
	Housekeeping
	- Monitored inventory levels and reported shortages. 
- Assisted in training new housekeeping staff. 
- Helped organise linen storage areas.
	- Some language barriers with staff. 
- Difficulty in coordinating room readiness with front desk demands.
	- Improved communication skills by using simple and clear instructions. 
- Gained insight into teamwork between departments. 
- Recognised the significance of efficiency in room turnover.

	Week 3 (3rd-9th Feb)
	Maintenance
	- Observed routine hotel maintenance checks. 
- Assisted in minor repairs (light fixtures, plumbing issues). 
- Reported urgent maintenance issues to supervisors.
	- Lack of prior technical knowledge made some tasks difficult. 
- Coordinating urgent repairs while ensuring minimal guest disruption.
	- Developed basic maintenance skills. 
- Understood the impact of maintenance on guest satisfaction. 
- Gained problem-solving experience in handling unexpected maintenance issues.

	Week 4 (10th-16th Feb)
	Maintenance
	- Assisted in air conditioning and plumbing system checks. 
- Learned about preventive maintenance strategies. 
- Monitored guest complaints related to room maintenance.
	- Some repairs required specialised training. 
- Balancing urgent repairs while keeping up with daily maintenance tasks.
	- Learned the importance of proactive maintenance to prevent guest issues. 
- Gained an appreciation for the behind-the-scenes work that ensures a smooth guest experience.

	Week 5 (17th-23rd Feb)
	Leisure Club
	- Shadowed the club supervisor and assisted with guest queries. 
- Ensured pool and gym facilities met hygiene and safety standards. 
- Assisted with membership inquiries and guest check-ins.
	- Handling peak-hour rush and managing guest expectations. 
- Dealing with complaints about equipment availability.
	- Improved interpersonal and problem-solving skills. 
- Learned the importance of maintaining high service standards in leisure facilities. 
- Understood guest expectations in a premium leisure facility.

	Week 6 (24th-28th Feb)
	Leisure Club
	- Assisted in organising wellness activities for guests. 
- Helped monitor pool safety and equipment conditions. 
- Supported marketing promotions for club memberships.
	- Managing multiple guest requests simultaneously. 
- Handling a minor emergency (guest feeling unwell in the sauna).
	- Developed multitasking and crisis management skills. 
- Understood the role of leisure services in enhancing guest satisfaction. 
- Recognised the importance of safety and quick response in leisure club operations.

	Week 7 (1st-7th Mar)
	Meetings and Events
	- Assisted in setting up conference rooms and banquets. 
- Learned about AV setup and event coordination. 
- Ensured guest requirements were met for corporate meetings.
	- Managing last-minute changes in event setups. 
- Handling technical issues with AV equipment.
	- Developed adaptability and problem-solving skills. 
- Gained insights into time management and precision in event planning. 
- Understood the importance of clear communication with clients.

	Week 8 (8th-14th Mar)
	Meetings and Events
	- Shadowed event managers during large-scale events. 
- Coordinated with catering and housekeeping for smooth operations. 
- Assisted in post-event feedback collection.
	- Handling demanding clients and last-minute guest changes. 
- Ensuring seamless communication across departments.
	- Learned conflict resolution techniques in high-pressure environments. 
- Improved attention to detail in event planning. 
- Understood how every department contributes to a successful event.

	Week 9 (15th-21st Mar)
	Multi-Departmental Shadowing
	- Rotated between all departments to understand cross-functional operations. 
- Engaged in team meetings to discuss improvements in guest service. 
- Assisted in resolving interdepartmental coordination issues.
	- Managing responsibilities across different departments. 
- Balancing competing priorities within limited hours.
	- Learned the importance of cross-functional collaboration. 
- Developed a holistic understanding of guest service operations. 
- Gained problem-solving and leadership skills.

	Week 10 (22nd-28th Mar)
	Review and Reflection
	- Consolidated key learnings from the placement. 
- Discussed feedback with supervisors. 
- Identified areas for improvement and professional development.
	- Reflecting on personal growth and areas for future skill enhancement. 
- Considering career aspirations within hospitality.
	- Recognised the value of hands-on experience in guest services. 
- Understood the importance of leadership and adaptability in hotel management. 
- Developed a plan for future learning and career progression.
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