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Level 6 Hotel Placement – Weekly Progress Tracker

	Week 1

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

	
Week -1
Reception/Front Desk 
(w/c 14th October 2024)
(Afternoon Shift 2pm – 6pm)
Key Experiences
· Shadowed the member of senior staff to learn the basic fundamentals of the hotel’s front desk operation, the duties and responsibilities of the receptionist position to primarily check-in/check-out guests and observed the appropriate standards of procedures met associated with PMS (Property Management System), as I am introduced to in-house systems and/or assistive software aligned to serve the guest needs
· So having been introduced to my learned role ahead with all due obligations includes the storage of information held by the hotel is emphasised to me essentially about the guest and itinerary and/or any such personal particulars of info including credit card details subject to data protection laws to remain confidential at all times 

· Personally dealt with the afternoon shift’s check list for the obligatory handover checks being completed at the shift change over interval includes counting the cash float of £8000 stored in secured safe as accessible  to the front desk and back office  staff 
· Handled a guest complaint whilst relatively minor about room availability for the short delay caused due to a system error before allocating the room, the guest’s  grievance is noted  to the online complaints portal and I duly apologised in therefore being able to resolve the complaint at the interim to awaiting the manager’s attendance, the guest was offered free beverage of his choice   
Tasks Performed:
· Processed reservations via phone and email
· Issued key cards and explained hotel amenities
· Coordinated with housekeeping staff to prioritising the room readiness for impending arrivals
Challenges:
· Managing impatient guests during the afternoon peak check-in
· Navigating language barriers with foreign travellers
· Handled the aforementioned complaint with efficiency
	

14-10-2024
14:00 – 18:00
	
	



	
Reception/Front Desk 
(w/c 14th October 2024)
(Afternoon Shift 2pm – 6pm)

· Shadowed front desk supervisor to continue with my learned role with hands on approach
· Introduced to fire safety regulations and evacuation procedure
· Fire drill test
· Location of Accident Report Book – and, introduced to the online portal to reporting accidents, injury to persons

Reception/Front Desk 
(w/c 14th October 2024)
(Afternoon Shift 2pm – 6pm)

· Shadowed front desk staff member to continue with my learned role with hands on approach
· Introduced to housekeeping staff and observed their work schedules to allotted rooms they must clean, each housekeeper having set number of rooms to clean and have these checked off – whereby, it is the responsibility of the front desk staff to inspect the rooms upon completion – we, as front desk staff, physically check off each individual room serviced by housekeeping as appropriate to set standards of hygiene and cleanliness
· Arranged with the independent housekeeping staff to shadow their role for the following week


Reception/Front Desk 
(w/c 14th October 2024)
(Afternoon Shift 2pm – 6pm)

· Acquainted with hotel set procedures involving fire alarms, the use of fire extinguishers
· Acquainted with how to complete Accident Report Form whether involving guests or staff members, the same to be completed alike for both personnel – via Ibis Online Portal


Week -2
Housekeeping 
(w/c 21st October 2024)
(Morning Shift 8.30am – 11.30am)

Key Experiences:
· Trained on deep-cleaning protocols for post-checkout rooms.
· Assisted in restocking linen carts and organizing supplies.
Tasks Performed:
· Cleaned 12–15 rooms daily, focusing on bathrooms and high-touch surfaces.
· Reported maintenance issues (e.g., broken hairdryers, leaky showers).
· Prepared turndown service for honeymoon suites.

Challenges:
· Physical fatigue from repetitive tasks.
· Time management to meet 30-minute room-cleaning targets.

  
 Housekeeping 
(w/c 21st October 2024)
(Morning Shift 8.30am – 11.30am)

· Shadowed the role of housekeepers as above
· Acquainted with set procedure(s)of housekeepers

Housekeeping 
(w/c 21st October 2024)
(Morning Shift 8.30am – 11.30am)


· SOP- Standard Operating Procedure
· This method of work allows to avoid inefficient and tiresome procedures. This ensures that a hotel conforms to H.A.C.C.P. (Hazard Analysis Critical Control Point) security and hygiene regulations and limits risk of contamination.
· Phase 1 
· Air out the room by opening the windows, turn off the air conditioning system 
· Wash your hands and put on disposable gloves 
· Empty out the trash cans / bins 
· Strip the bed and remove dirty linens 
· 

· Phase 2 
· Move on to the bathroom  
· Remove dirty towels (bath towels, hand towels, face towels) 
· Spray the cleaning products necessary for disinfection 
· Remove your gloves 
· Phase 3 
· Make the bed (see specific procedure) 
· Phase 4 
·  Dust all surfaces such as bedside table, desk, chair, TV…/… 
· Check TV, Air Conditioning, lights…to make sure they function properly 
· Phase 5 
· Clean the bathroom (see specific procedure) 
· Phase 6  
· Replace all free hotel products such as brochures, mints, shampoo, soap… 
     Vacuum the room 
      Check over the room and make sure that all things are completed

Housekeeping 
(w/c 21st October 2024)
(Morning Shift 8.30am – 11.30am)

· As above





Week -3
Meetings / Events 
(w/c 28th October 2024)
(Morning Shift 8.30am – 11.30am)

Key Experiences:
· Supported setup for a 20-person corporate conference of GPs .
· Learned AV equipment basics for presentations.
Tasks Performed:
· Arranged seating, tableware, and signage per event plans.
· Liaised with catering for coffee breaks and lunch buffets.
· Assisted guests with directional queries and tech troubleshooting.
Challenges:
· Last-minute layout changes from the client.
· Resolving projector malfunctions under time pressure.

  
Week -4
Breakfast
w/c 4th November 2024)
(Morning Shift 8.30am – 11.30am

· Assisted in the Breakfast set-up by Front Desk staff – their role substituted to prepare breakfast and cook foods on demand
· Apparatus setup of self-service breakfast via the hot servery



· Continental breakfast offered
· Traditionally cooked British breakfast
· Keeping in check all provisions available involves keep topping up servery food
· Assisted in kitchen includes use of dishwasher
· Tidied up restaurant area as well us cleaning-up in the kitchen 

Key Experiences:
· Managed breakfast buffet replenishment during peak hours.
· Practiced upselling evening specials (e.g., wine pairings).
Tasks Performed:
· Took orders and served meals in the dining area.
· Addressed dietary requests (e.g., gluten-free, vegan).
· Assisted in resetting tables between seatings.
Challenges:
· Balancing speed and accuracy during the 7–9 AM breakfast rush.
· Calming guests upset over incorrect orders.


Breakfast
w/c 4th November 2024)
(Morning Shift 8.30am – 11.30am)

· As above-mentioned




Breakfast
w/c 4th November 2024)
(Morning Shift 8.30am – 11.30am)

· As above-mentioned




Breakfast
w/c 4th November 2024)
(Morning Shift 8.30am – 11.30am)

· As above-mentioned


	

15-10-2024
14:00 – 18:00













16-10-2024
14:00 – 18:00

















17-10-2024
14:00 – 18:00












21-10-2024
14:00-18:00




















22-10-2024
14:00-18:00







23-10-2024
14:00-18:00





































24-10-2024
08:30-11:30











28-10-2024
08:30-11:30


















04-11-2024
08:30-11:30

































05-11-2024
08:30-11:30






06-11-2024
08:30-11:30









07-11-2024
08:30-11:30

	
	



After 6 Weeks:
· Growth: Improved problem-solving under pressure, cross-department collaboration, and guest rapport.
· Areas to Improve: Technical proficiency (PMS/AV systems) and conflict de-escalation techniques.

This log balances hands-on tasks, guest interactions, and operational challenges to reflect a holistic learning journey in hotel operations
Rukhsana Kousar
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