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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

	I was assigned to make a social media plan for the hotel’s social media platforms such as Facebook and Instagram. I had made 2 spreadsheets one consisted of the quotes and phrases and the other was a chart for the month of February stating what content to post on what days. At first, I found it a little bit overwhelming because I didn’t really know what template to go over. And what exactly was required of me. After I asked the General manager Lee, he showed me some templates and talked me through as to how to go by it and what he would like me to do to complete it. His advice and guidance helped me a lot as then I understood what was required of me and followed this task through to completion. 


	20/01/2025 
9am – 5pm












	Syeda Rahma Begum











	Lee Kirtland











 

	Food & Beverage was the department I was allocated to be on today. I personally enjoy this department, and I also know the staff and what I am doing as I have experience from first year of placement too. I enjoy this department as I get to interact a lot with guests during breakfast hours and serving drinks at the bar etc. During breakfast hours it gets quite busy which I do like as I like to keep busy. After the breakfast rush, I helped put the breakfast contents away and cleaned up. I also did a fire walk unaccompanied as I had this experience from first year of placement too as I was in the same hotel. The fire walk consists of using the machine to tap on and check all the checkpoints and after this task was conducted, I helped at Reception as well. This is another department which I enjoy. This was a good experience as I get to familiarise myself with the Opera system too. Overall, the experience was really good and a busy day which I personally like. 









	21/01/2025 
9am – 5pm 

	Syeda Rahma Begum
	Lee Kirtland 



	Week 2

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

	Todays task was to hoover all the floors which can be a bit challenging with the wires hanging down but I got the cleaning signs out and ensured no staff or guest were around at the time and one guest did come to use the stairs but I immediately stopped to ensure he has appropriate access and moved the hoover wire so he doesn’t trip on the wire and also made him aware of the hoover wire to ensure no accidents but he was really nice about it too. After this task was complete, I helped at the F&B department serving and making coffee to customers that came in just for a drink or a snack. Today it was just a general shadowing the other members of staff and assisting them with the daily tasks. 

	27/01/2025 
9am – 5pm
	Syeda Rahma Begum
	Lee Kirtland 

	Today’s task was being in F&B just general duties such as ensuring all guests are okay with breakfast, refilling drinks etc. After the breakfast rush, I had cleared up, hoovered and mopped the breakfast area. Then I had gone over to the bar section to serve some guests that had come in for a quick drink. After that did a floor walk to pick up any dishes that were left from guests. After that just did general helping with the other staff. 







	28/01/2025 
9am – 5pm 
	Syeda Rahma Begum
	Lee Kirtland






	Week 3

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

	Today I was helping at the front desk checking online bookings, replying to emails and making sure that the guest bookings are correct. This was a good experience for me as I learnt more on how to use the opera system. Most of today had gone helping at the front desk. Checking guests out and doing a few check ins supervised by the staff member on duty. 


	04/02/2025
9am – 5pm
	Syeda Rahma Begum
	Lee Kirtland

	Today consisted of cleaning the hotel lobby, such as wet wiping, mopping, hoovering and dusting. After this was done, I was told to help out at F&B and reception. Just doing day to day everyday tasks. I also did inventory where I restocked the bar which I have experience from first year. 


	05/02/2025 
9am – 5pm 
	Syeda Rahma Begum
	Lee Kirtland






	Week 4

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

	Today’s tasks consisted of shadowing the front desk staff again. She showed me how to do a new reservation which was more intense than I had imagined I felt quite pressured as I did not want to make any errors  but the experience was great and I am happy she let me do this. 









	11/02/2025
	Syeda Rahma Begum
	Lee Kirtland

	The department I was on today was reservations. I was in the office shadowing a member of staff who does reservations. She set me a few tasks to do which I thoroughly enjoyed as I had to use the Opera system and go into the guest arrivals and check through their bookings to ensure who is a member who isn’t, which guest has breakfast with their booking etc and alert the system with the appropriate message to ensure that the receptionist who checks the guest upon arrival knows which guests could have access to all available facilities if not already applied. 





	12/02/2025
	Syeda Rahma Begum
	Lee Kirtland









	Week 5

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

	









	18/02/2025
	Syeda Rahma Begum
	Lee Kirtland

	









	19/02/2025
	Syeda Rahma Begum
	Lee kirtland






	Week 6

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

	









	25/02/2025
	Syeda Rahma Begum
	Lee Kirtland

	









	26/02/2025
	Syeda Rahma Begum 
	Lee Kirtland 
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