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Figure 1 - Job advertisement - Front Office Supervisor
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Figure 2 - Job advertisement - Reception Supervisor

Comparison of Job Adverts – Front Office Supervisor and Reception Supervisor
The two job adverts analysed are for a Front Office Supervisor at the Clayton Hotel Birmingham and a Reception Supervisor role within the hospitality industry. Both positions involve supervising reception or front office operations and ensuring that guests receive a high standard of service. While the job titles differ slightly, the responsibilities and required skills are very similar, as both roles focus on managing staff, supporting daily operations, and maintaining excellent guest experiences in a busy hotel environment.
The Front Office Supervisor advert highlights several key skills and areas of knowledge. These include strong organisational skills, the ability to delegate tasks effectively, and the capability to oversee front office operations efficiently. The advert also emphasises the importance of having a friendly and approachable personality when interacting with guests and staff. Additionally, candidates are expected to be able to work independently as well as collaboratively within a team. Previous experience in a similar role and knowledge of hotel standards and customer satisfaction measures is also considered valuable for the position.
Similarly, the Reception Supervisor advert identifies a range of important skills. These include excellent customer service skills, strong communication skills (both verbal and written), and the ability to understand and anticipate guests needs. Leadership is also an essential requirement, as the role involves motivating and influencing team members to maintain high standards of service. Other key skills mentioned include the ability to work independently with minimal supervision, enthusiasm for the hospitality industry, teamwork, flexibility, and maintaining a professional appearance.
When comparing both adverts, several common skills and knowledge areas can be identified. These include strong customer service skills, effective communication, leadership and team management abilities, the capacity to work both independently and as part of a team, and previous experience in hospitality or reception roles. Both employers also emphasise the importance of creating a welcoming environment for guests and maintaining high service standards.
Customer service represents a particularly critical shared competency within the hospitality industry, as reception and front office staff typically serve as the initial point of contact for guests, thereby shaping first impressions and influencing overall guest satisfaction (Baum, 2002). A supervisor must ensure that guests feel welcomed, valued, and supported throughout their stay. Strong customer service skills allow staff to respond to guest requests efficiently, resolve issues professionally, and create positive experiences that encourage guests to return in the future. In addition, excellent customer service helps maintain the hotel’s reputation and contributes to positive reviews and customer satisfaction.
In conclusion, both job adverts require similar skills due to the nature of supervisory roles in the hospitality industry. According to Gabor Forgacs (2003), core competencies including communication, leadership, teamwork, and most notably, customer service are fundamental to the effective functioning of hotel operations, ensuring not only organisational efficiency but also the consistent delivery of exceptional guest experiences. 
Self-Assessment and Evidence of Readiness for Employability
Self-assessment is a critical process in professional development, as it enables individuals to evaluate their skills, knowledge, and personal qualities in relation to their career goals. Reflective practice supports continuous improvement and enhances employability by identifying strengths and areas for development. One widely recognised model for self-evaluation is the SWOT analysis framework, developed by Albert Humphrey (Humphrey, 2005). This framework will be used to assess my readiness for employment within the hospitality industry, particularly in front office or reception supervisory roles. My self-assessment is further supported by insights from my personality and learning style assessments.
Strengths
One of my key strengths is effective communication skills, which are essential in hospitality environments. Employees in front office roles must communicate clearly with guests and colleagues to ensure smooth operations and high levels of customer satisfaction. Strong communication also supports problem-solving and teamwork. As highlighted by John W. Creswell, communication is a fundamental professional competency that enhances collaboration and workplace effectiveness (Creswell, 2014). 
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Figure 4 - Personality Test Summary

My personality profile identifies me as an INTJ (Architect), which is characterised by strategic thinking, independence, and analytical ability. The results suggest that I possess “a rare combination of vision and pragmatism,” allowing me to approach problems logically while considering long-term outcomes. This aligns well with the hospitality industry, where planning, organisation, and decision-making are essential. My 64% intuitive trait further supports my ability to think creatively and anticipate guest needs, contributing to improved service delivery.
Another strength is my ability to work effectively within a team. My academic experiences have involved group work, where I have developed collaboration and problem-solving skills. According to Bruce Tuckman, successful teamwork depends on communication, cooperation, and shared objectives (Tuckman, 1965). In addition, my organisation and time-management skills have been strengthened by balancing academic responsibilities with personal commitments, enabling me to meet deadlines and manage tasks efficiently.
Furthermore, my friendly and approachable personality supports my ability to build positive relationships with guests. Although I am 72% introverted, meaning I prefer calm and meaningful interactions, this allows me to remain composed and attentive when dealing with customers. My assertive trait also indicates that I am confident and resilient, which is beneficial in high-pressure hospitality environments.
Weaknesses
Despite these strengths, there are areas where I require further development. One key weakness is my lack of confidence in leadership roles. While I work effectively as part of a team, I sometimes feel less confident when supervising others or making decisions independently. This reflects my personality tendency towards independence, which can limit my willingness to delegate tasks. John C. Maxwell emphasises that leadership skills develop through experience and continuous learning (Maxwell, 2005), highlighting the need for me to actively develop this area.
Additionally, my personality profile indicates that I may appear overly direct or detached due to my focus on logic and objectivity. While this supports efficient decision-making, it may affect interpersonal relationships in a customer-focused environment. Developing emotional intelligence and adapting my communication style will be essential to ensure positive interactions with both guests and colleagues.
Another area for improvement is my limited practical experience in the hospitality industry. Although I have developed transferable skills through my studies, gaining hands-on experience would enhance my understanding of workplace expectations and service standards.
Opportunities
There are several opportunities that can support my personal and professional development. One key opportunity is further education and training in hospitality and customer service. According to Donald Schön, reflective practice is essential for developing professional competence (Schön, 1983). Engaging in continuous learning will allow me to strengthen my knowledge and skills.
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Figure 5 - Learning style

My auditory learning style (45%) also presents a valuable opportunity for development. I learn best through listening, discussions, and verbal instruction, which means I can benefit from training sessions, group discussions, and feedback from colleagues. Applying techniques such as reading information aloud and participating in conversations will support my learning and improve my performance in professional settings.
Gaining practical work experience through part-time roles, or volunteering in hospitality environments will also help me apply theoretical knowledge in real-world situations. Additionally, networking with industry professionals can provide valuable insights and career opportunities.
Threats
There are also potential threats that may impact my career progression. One significant challenge is the competitive nature of the hospitality industry, where employers often seek candidates with experience and strong interpersonal skills.
Another threat is the demanding nature of hospitality work, including long hours and shift patterns. Maintaining a work-life balance may be challenging, particularly alongside other responsibilities. However, my organisational skills and assertive nature can help me manage these demands effectively.
Economic factors may also affect employment opportunities within the hospitality sector, as changes in tourism demand can influence job availability.
Evidence of Readiness for Employability
My readiness for employment is demonstrated through several factors. Firstly, my academic achievements reflect my ability to manage tasks, meet deadlines, and apply knowledge effectively. Completing assignments has developed my research, analytical, and problem-solving skills.
Secondly, balancing multiple responsibilities, including study and personal commitments, has strengthened my time management, organisation, and reliability—qualities that are highly valued by employers.
My participation in group work and collaborative tasks has also developed my teamwork and communication skills. Feedback from tutors and peers has highlighted my professionalism, willingness to learn, and ability to contribute positively to group activities.
Furthermore, my personality traits demonstrate strong employability qualities. My analytical mindset, objective decision-making, and focus on continuous improvement enable me to approach tasks with efficiency and accuracy. At the same time, I am aware of the importance of developing my interpersonal and leadership skills to become a well-rounded professional.
In conclusion, the SWOT analysis has provided a comprehensive evaluation of my strengths, weaknesses, opportunities, and threats in relation to my career in the hospitality industry. My strengths in communication, organisation, and strategic thinking provide a strong foundation for employment. However, developing leadership confidence, emotional intelligence, and practical experience will be essential for further growth. By continuing to engage in education, training, and work experience, I will enhance my employability and be well prepared to succeed in my chosen career.
Goals and Personal Development Plan
Developing clear short-term and long-term goals is essential for improving my employability and addressing the weaknesses identified in my SWOT analysis. These goals focus on enhancing my leadership confidence, gaining practical experience, and improving interpersonal skills, all of which are important for progressing into a supervisory role within the hospitality industry.
Short-term Goals
One of my main short-term goals is to improve my leadership skills and confidence. This is important because I identified leadership as a weakness, particularly when supervising others or making decisions independently. To achieve this, I plan to take on leadership roles in group work and participate in training or workshops. Developing this skill will help me progress into roles such as a front office or reception supervisor, where leadership is essential.
Another short-term goal is to gain practical experience in the hospitality industry through part-time work or volunteering. This will allow me to apply my theoretical knowledge in real-life situations and better understand customer service standards. Gaining experience is crucial, as employers often prioritise candidates with hands-on knowledge of the industry.
Long-term Goals
My long-term goal is to develop strong interpersonal and emotional intelligence skills. This is important because my personality profile highlighted that I can sometimes appear overly direct or detached. Improving these skills will help me communicate more effectively with guests and colleagues, which is essential for delivering excellent customer service and building professional relationships.
Another long-term goal is to progress into a supervisory or management role within hospitality. This aligns with my career ambitions and requires a combination of leadership, communication, and industry experience. By achieving my short-term goals, I will build the necessary skills and confidence to succeed in this role.
Overall, these goals are directly linked to my personal development needs and career ambitions. By focusing on leadership, experience, and interpersonal skills, I will improve my employability and prepare for a successful career in the hospitality industry.

Appendix 1: Personal Development Plan
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Your Scores:

«  Auditory: 45%
. Tactile: 25%
. Visual: 30%

You are an Auditory learner! Check out the information below, or view all of the learning
style:

Auditory|

As an auditory learner, you grasp information best through hearing. Remembering what
you've heard, you find spoken instructions clearer than written ones. Reading aloud
helps you learn, and you might hum or talk when bored. You absorb and understand
spoken information effectively.

Here are some things that auditory learners like you can do to learn better.

« Sitwhereyou can hear.

% Acces:
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  Weakness  Actions to Improve  Timeline  Resources Needed  Measurement of Progress  

Lack of confidence in  leadership roles  • Take on leadership roles in group  assignments • Attend leadership workshops or  online courses • Practice decision - making in  real - life situations  Short - term (0 – 6  months)  • College careers service • Online  platforms (e.g. LinkedIn Learning)  • Tutor support  • Increased confidence when leading tasks  • Positive feedback from tutors/peers •  Successful completion of leadership tasks  

Limited hospitality work  experience  • Apply for part - time jobs or volunteering in  hotels/restaurants • Shadow experienced staff  where possible • Engage in practical class  activities  Short - term (0 – 6  months)  • Job websites • Local hospitality  businesses • College placement  opportunities  • Securing a role or placement • Improved  understanding of industry practices • Ability  to apply theory in real situations  

Overly direct  communication / lack of  emotional awareness  • Practice active listening skills • Observe and  adapt communication styles • Participate in  teamwork and customer service role - play  activities  Long - term (6 – 12 months)  • Workshops or training sessions •  Feedback from peers and tutors •  Workplace experience  • Improved relationships with others • More  positive feedback on communication •  Increased ability to handle customer  interactions effectively  

Reluctance to delegate  tasks  • Practice sharing responsibilities in group work  • Build trust in team members • Reflect on  outcomes of delegation  Long - term (6 – 12 months)  • Group projects • Tutor guidance •  Reflective journals  • Reduced workload stress • Successful  team outcomes • Confidence in team  performance  

Discomfort with  networking  • Attend career events or workshops • Create  and maintain a professional LinkedIn profile •  Practice introducing myself professionally  Long - term (6 – 12 months)  • Careers service • Networking  events • Online platforms  • Increased professional connections •  Improved confidence in networking  situations  
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Clayton Hotel Birmingham are currently looking for an experienced Front Office Supervisor who is

eager to support and elevate their team and drive outstanding performance while continuing to grow

professionally.

In this role, you will enjoy the unique opportunity to shape the culture and success of the team and
contribute to the strategy of this hotel.

What You Will Do:

Ensure that all guests receive a genuine, warm, friendly, and courteous welcome upon their
arrival and throughout their stay from all department personnel.

Assist in achieving goals related to mystery audits, customer comment indexes, quality
evaluations, and hotel standards.

Help in efficiently and effectively managing front office departmental operations.

Collaborate with the management team to maintain high morale among staff at all times.

What You Will Need:

1 year of experience in a similar role.

Excellent organizational skills with the ability to oversee and delegate tasks to others.
Awarm, friendly, and approachable personality when interacting with both staff and guests.
The ability to work independently as well as part of a team.

Experience with a 3/4 star hotel is desired but not essential
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We are currently recruiting for a Reception Supervisor to join our Truly Talented team.

Reporting directly to the Front Office Manager, this is an exciting role for a talented individual looking for

career growth and a new challenge in a fast-paced, busy, hardworking team environment.
What we offer

 £29.120 per annum plus service charge

« Permanent, full-time contract (40hrs per week)

« Excellent incentives package

« Meals on duty

« Uniform Dry Cleaning
Your role

As a Reception Supervisor, you assist with the day-to-day running of the reception and supervise the

department in the absence of the manager.

You will provide courteous and efficient service to all guests and maintain the levels of service to the

highest standards at all times.

You will be responsible for greeting guests in a warm, friendly manner and be a true ambassador for
excellent service, dealing with all requests and queries in an efficient and professional manner, whether

face-to-face or over the telephone.
You'll work in a busy and hardworking team environment, where you'll continually learn and develop.
The core skills and experience required to succeed

« Truly passionate about the Hospitality Industry;

« Previous experience as a receptionist or reception supervisor is required;

« Ability to understand our guests’ needs to create exceptional service experiences, that result in
lasting memories;

« Outstanding customer service skills with the ability to anticipate guests’ needs;

« Astrong leader capable of motivating and influencing others to work to defined procedures and

standards;
« Excellent personal presentation;
« Ability to function independently with a minimum of supervision;
« Excellent communication skills, the ability to communicate verbally and in writing;

« To be an enthusiastic team player with a flexible approach.
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Blaise Pascal

As an INTJ (Architect), you possess a rare combination of vision and pragmatism. Your analytical
mind constantly seeks to understand the world around you, driven by an insatiable curiosity and a
desire to improve systems and ideas. You approach life with a strategic mindset, always looking
several steps ahead and planning for various contingencies.

Your independent nature is one of your defining characteristics. You value your autonomy and often
prefer to work alone, trusting your own judgment and abilities above all else. This self-reliance,
combined with your intellectual prowess, allows you to tackle complex problems with confidence and
innovation.
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