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APPENDIX 1

Lesson

Dealing with last-minute booking
changes or overbooked rooms, requiring

quick problem-solving.*
Manage stress and multitask, particularly
during busy check-in/check-out times.

Learning and adapting to hotel
management software, which required

technical knowledge.

Communication is key in ensuring guest
satisfaction and resolving concerns.
Multitasking and time management are
essential in handling multiple guests and
requests at once.

Attention to detail is crucial to avoid
booking, billing, and guest preferences
€ITOrsS.

Problem-solving skills are necessary

when dealing with guest complaints and

unexpected situations.
Teamwork is essential, as working with'

housekeeping, maintenance, and

management ensures smooth operations.

Professionalism and patience are
essential, especially when dealing with

demanding guests.
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Level 8 Hotel Placement - Weekly Progress Tracker

enting your experiences, tasks performed, challenges faced, and lessons leamed.

Task: Maintain & weekly progress tracker docum
Turnitin link by [Friday 7 March 2025] st 23:59pm.

Bullet points format is welcome. You must submit this document to the designated

tidy.

Tasks:
- Set up tables with the correct utensils, glasses, and napkins.
_Cleared used dishes and wiped down tables between guests.

2
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Week 1
Experiences/Tasks/Challenges/ Lessons Shift l Student Hotei Mentor
(outiine hotel department) (Datemme) _l Signature Signature

Food & Beverage
Experiences:
_Set up tables for dining, ensuring everything was clean and ready. Q )\ 0\ ’20
-Helped clean tables after guests ate, ensuring the dining area stayed l

|

Challenges:
-Keeping up with & fast pace while cleaning and resetting tables

quickly.
-Ensuring every table looked neat and ready for the next guests.

Lessons:
_Artention to detailis important to create a welcoming snvironment for

guests.
-Efficiency and speed are key to maintaining a smooth flow durng

service,
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- Wook 2
Experiences/Tasks/Challenges/Lessons shir Student [ Hotel Mentor
(highlight hotel department) (Date/Time) Signature Signature

Food & Beverage

Experiences: Qg O l-202
-Learned how food and beverage service works during breakfastand
gvent meetings

-Shadowed staff during busy services to understand team

== " |
Yoot Ao

-Helped set up dining areas and ensured everything was clean and
ready.

Tasks:
_Assisted with setting up tables and serving food and drinks.
- Cleared and reset tables between service times.

Challenges:
-Maneging multiple tasks at once, especially during busy periods.

Lessons:

TJeamwork is key - clear communication is essential.

_Customer service involves staying calm and friendly, even under
pressure.

-Small details, like table setup, matter for the guest experience.
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Week 3

]

Experiences/Tasks/Challenges/Lessons
(highlight hotel department)

Shift
(Date/Time)

Student SignatureT

Hotel Mentor
Signature

Food & Beverage

Tasks:

-Organising a large corporate event, managing venue arrangements, and
coordinating with various teams.

Challenge:

-Managing a last-minute change in seating arrangements under
pressure, requiring quick decision-making and communication.

Lessons:
_Effective coordination with multiple teams was key to success.

-Quick adaptation to unexpected changes (€.2., seating arrangements)

was essential.

_Improved time estimation and task prioritization were needed to handle

10.02.2:, 4]
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high-pressure situations.
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Week 4
Experiences/Tasks/Challenges/Lessons i i
Y Shift Student Signat
(highlight hotel department) l' (Date/Time) s Hz}ti::\?t?:;or
Tasks: Hoos R
ovse f’“’\% l
_Address a guest complaint about room cleanliness. l\2 O-loL S|
-Identify and correct weaknesses in housekeeping quality checks. &
)
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“Ensure guest satisfaction and maintain the hotel’s reputation.
Challenge:

_A cleanliness complaint revealed issues in the housekeeping
process.

_Immediate corrective action was needed to prevent dissatisfaction
and reputational damage.

_Disruptions in workflow required effective communication
between housekeeping staff and supervisors.

Lesson:

_Communication: Effective communication between housekeeping
staff and supervisors is crucial to maintaining standards.

-Quality Assurance: Continuous quality checks, training programs,
and performance reviews help prevent issues.

-Continuous Improvement: Applying Total Quality Management
(TQM) principles leads to ongoing improvements and better guest
service.
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I Week 5
Experiences/’l’askslchallenges/Lessons i Shift Student Hotel
(highlight hotel department) (Date/Time) | Signature Mentor
Signature
Experience 3 T

Shadowed a senior HR professional in
payroll management, employee
engagement, and training.

Gained exposure to HR policies,
workforce motivation strategies, and
administrative tasks.

Observed and learned about HR

strategies for workforce effectiveness.

Chalenges
- The hospitality industry has a high
turnover rate due to job dissatisfaction,

&
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lack of career growth, and motivation

issues.

Lesson
HR management plays a vital role in

employee satisfaction and service quality.
Employee engagement requires
continuous communication, training, and
conflict resolution.

Strategic HR planning is crucial for

employee satisfaction and business
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- Creating a positive work environment
through recognition programs and career
advancement opportunities boosts morale

and productivity.

Week 6

Shift Student | Hotel

Experiences/Tasks/Challenges/Lessons e
(highlight hotel department) (Date/Time) | Signature Mentor
L Signature

Experience
Learned about hotel check-in/check-out

procedures and guest relations.
Assisted with room reservations, payment
processing, and handling guest inquiries.

Worked closely with the HR and

603

operations teams to ensure smooth hotel

) l
operations. a
- Used hotel management software for ©
booking and customer service tasks. ( Q

Challenges
Handling demanding guests, especially

during peak hours or when issues arise.
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