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Action Plan
I would make an action plan as a front desk agent on my first day without the manager to guarantee that the hotel is represented favorably to visitors and that operations go without a hitch throughout my shift. These are the actions I would take:
React quickly to requests from visitors: To make guests' stays as comfortable as possible, I'd make sure to reply to their requests and inquiries quickly and effectively.
Keep an eye on hotel operations: To make sure everything is going smoothly, I would monitor the hotel's operations, including cleanliness, maintenance, and food and beverage.
Make a note of events: Any events, customer complaints, and other significant information would be noted down by me for later reporting to the management.
Talk to other hotel employees: To ensure that any issues are resolved quickly and effectively, I would successfully communicate with other hotel staff members, including housekeeping, maintenance, and security.
I'll familiarize myself with the policies and processes of the hotel: To grasp the normal operating procedures for processing guest requests, checking visitors in and out, handling complaints, etc., I would read over the hotel's manuals and SOPs.
Make sure the reception area is tidy: To create a warm atmosphere for visitors, I would make sure the front desk area is tidy and orderly.
Smile when I’ll welcome people: To make visitors feel welcomed and at ease, I would extend a kind grin and greeting.
Make contingency plan:For any emergency or unforeseen circumstances that might occur during my shift, I would create backup plans.
This strategy, in my opinion, would be successful in ensuring that the hotel presents a favorable image to visitors and that things go smoothly throughout my shift. I would respond to customers' demands and make sure that the hotel's operations are functioning well while maintaining a professional and welcoming demeanor. In order to make sure that everyone is collaborating to satisfy the demands of the customers, I would also place a priority on communication with other hotel workers.
I would advise developing a cross-training program for front desk workers to ensure that all employees are familiar with the hotel's policies and procedures in order to ensure prompt resolution of this problem in the future. In the event that the manager is unavailable, this would guarantee that there is always someone ready to manage the front desk. In order to make sure that all activities are carried out correctly and effectively, we might also develop a standard checklist that all front desk staff members would be required to follow. In order to lighten the load on front desk staff at busy times, we may invest in technology that would enable us to engage with customers more effectively. Examples include chatbots and mobile check-in.
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