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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

	I was helping C&B (Conference & Banqueting) with setting up and arranging the hall for a weekend wedding. I also assisted with conference meetings for different companies.
	22-24 January 2025

16 hours
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	Week 2

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

	I was at the Front Desk where I learned how to process check-ins and check-outs. I also refilled the display cabinet with snacks and drinks for clients.
	29-31 January 2025

16 hours
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	Week 3

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

	I continued at the Front Desk where I learned how to create staff rotas. I attended the 10am meeting with the duty manager and completed the morning checklist with all objectives: verifying if rooms were clean for check-in, checking price range/room for the day, and ensuring the front desk area was clean and organised.
	5-7 February 2025

16 hours
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	Week 4

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

	I was helping F&B (Food and Beverage) with breakfast service. I set tables for lunch when we had bookings and prepared hot drinks when needed at the Zest bar. I also polished cutlery and checked hotel room corridors for glasses, bottles or plates left by guests to collect them.
	12-14 February 2025

16 hours
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	Week 5

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

	I continued in F&B (Food and Beverage) assisting with breakfast service and setting up tables for lunch bookings. I made hot beverages when needed in the Zest bar and polished cutlery. I also checked hotel corridors for any items left by guests to ensure everything was kept tidy.
	19-21 February 2025

16 hours
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	Week 6

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

	
I was in F&B (Food and Beverage) helping with all necessary tasks to ensure the best impression for hotel guests. This included breakfast service, preparing tables for lunch when there were bookings, making hot drinks in the Zest bar, polishing cutlery, and collecting any dishes or glassware left in corridors.
	26-28 February 2025

16 hours
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