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Level 6 Hotel Placement — Weekly Progress Tracker
[image: ]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
	
	

	ExperienceslTaskslChaIIengeslLess ons outline hotel de artment
	Shift
(Date/Tim
	Student
Signatur
	Hotel Mentor Signature

	Reception —
Operate switchboard effectively, handling all calls promptly and professionally, greeting all callers and transfer all calls to relevant departments responding to requests quickly and efficiently. Provide quality service to the customer by responding to their requests promptly, efficiently and courteously during check-in, check-out and throughout their stay
Use every opportunity to promote hotel facilities and maximise sales through sound product knowledge and selling skills.
	29/0112025
07.00-
15.00
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	Reception —
Document accurately all internal and guest messages. Distribute according to specified Hotel procedure
Assist, as required to screen calls for reservations. Ensure accurate, up to date information is iven
	30/01/2025
07.00-
15.00
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	Maintain strict security procedures with credit and cash transactions, accounting procedures, issue of room keys and guest confidentiality/privacy
	
	
	

	
	Week 2
	
	

	
	Experiences/Tasks/ChaIlenges/Less ons hi hli ht hotel de artment
	Shift
(Date/Tim
	Student
Signatur
	Hotel Mentor Signature

	
	Keep tables and service areas clean and tidy as per procedure manual.
Take responsibility for your designated section and station.
Take orders and send them to kitchen staff through the POS system.
	06/02/2025
15.00-
23.00
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	F&B - Deliver orders promptly to the kitchen production area. Ensure room service trays and trolleys are set-up correctly and collected promptly when guest(s) have finished.
When working In Room Service promptly answer telephone and maximise sales o ortunities
	07/02/2025
15.00-
23.00
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	through knowledge of product and suggestive selling
	
	
	

	Week 3
	
	

	Experiences/Tasks/Challenges/Less ons
(hi hli ht hotel de artment
	Shift
(Date/Tim
e)
	Student
Signatur
	Hotel Mentor Signature

	Admin Department -
Register all invoices, distribute them to the relevant Head of Department, chase city ledgers and liaise with the Accounts department in the head office supervise the collection of financial information required by the regional account's office.
Liaise and communicate with all Departmental managers
Float checks — Bulk control, Petty Cash Control	Float/monthly collation
	13/02/2025
09.00-
17.00
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	Admin Department — carry out a variety of secretarial and general
	14/02/2025
09.00-
17.00
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	admin functions such as stationary supplies, incoming and out going mail, filing, preparation of monthly management reports distribute incoming financial information.
Managing lost property
	
	
	

	Week 4
	
	

	Experiences/Tasks/ChaIIenges/Less ons hi hli ht hotel de artment
	Shift
(Date/Tim
	Student
Signatur
	Hotel Mentor Signature

	HR Department — insight onto the recruitment; taking part in the interviews and selection process, prepare new starters files; manage calls and emails, organisation of wellbeing activities
	27/02/2025
09.0017.00
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	HR Department— Scanning CV's for any vacancies that the hotel had, liaise
[image: ]
witmtheheads of departments in terms of recruitment, insight of the payroll processing, administration of the em 10 ee files, check the ri ht to work
	28/02/2025
09.00-
17.00
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	Week 5
	
	

	Experiences/Tasks/ChaIIenges/Less ons
(hiahliaht hotel de artment
	Shift
(Date/Tim
	Student
Signatur
	Hotel Mentor Signature

	Reservations — check and respond to email, review daily arrivals, verify rates, promotions and room flexibility
	03/03/2025
09.00-
17.00
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	Reservations — answering phone calls and email for new bookings or modifications, ensure proper documentation of guest details and preferences
	04/03/2025
09.00-
17.00
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	Week 6
	
	

	ExperienceslTaskslChaIlenges/Less ons hi hli ht hotel de artment
	Shift
(Date/Tim
	Student
Signatur
	Hotel Mentor Signature

	Reservations — inform the front office and housekeeping about vip arrivals, special requests, confirm payments, deposits and cancellation policies
	05/03/2025
09.00-
17.00
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	Reservations coordinate with the sales team for groups and corporate bookings, introduce rooming list in the system, assist and learn how the quotes are offered to the clients
	06/03/2025
09.00-
17.00
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