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Task 1  -    
Task 1 
 Job adverts
For this task I looked at two Reception Supervisor adverts, both in Hampshire. The first is for a luxury hotel near Basingstoke, paying £30,000-£33,000 a year. The second is for Norton Park Hotel, Spa & Manor House in Winchester, paying £8.00-£13.50 an hour.
Key skills and knowledge
Both adverts want someone good at guest service. The Basingstoke job says the supervisor needs to make sure "every guest receives a warm welcome and first-class service throughout their stay." Norton Park is also a hospitality/spa hotel, so guest care is clearly a big part of the job there too.
Leadership comes up in both as well. The Basingstoke advert says the supervisor will "support the Front Office Manager in leading and motivating the reception team" and help with training and coaching new staff. Norton Park's supervisor role would also involve overseeing the reception team and being in charge when the manager isn't around.
Communication skills are needed in both jobs too — dealing with guest questions, complaints, and requests, plus talking to other departments like housekeeping.
Both adverts also want someone who knows how to use hotel booking systems. Basingstoke specifically asks for "good knowledge of hotel reservation and property management systems," and this would be needed at Norton Park too for check-ins and check-outs.
Lastly, both mention staying calm under pressure, since reception can get really busy, especially with the Basingstoke role saying they need "ability to remain calm under pressure in a busy hospitality environment."
Skills in common
· Guest service/customer care
· Leading and coaching a team
· Communication skills
· Knowledge of booking/PMS systems
The skill I think I'd use most is leading and coaching my team. As a supervisor I'd probably have to train newer receptionists and help them when things get busy. If I stay calm, explain things clearly, and lead by example instead of just telling people what to do, it should help the whole team work better together and keep guests happy 

Task 2

self-Assessment
For this task I used a SWOT analysis to look at my strengths weaknesses opportunities and threats. This helps me understand what I am good at and what I need to improve. My career goal is to become a Front Office Manager in the future.

 - Strength -
One of my main strengths is customer service. I work as a Front Office Receptionist at Leonardo Royal Grand Harbour Southampton. I welcome guests and help them with their needs. I deal with check-ins check-outs reservations and guest questions. I always try to make guests feel welcome.
Another strength is communication. I speak to guests and staff every day. I also work with other departments such as housekeeping and food and beverage. Good communication helps me work well with other people.
I am also good at teamwork. Working in a hotel means working with many people. I help my colleagues when the hotel is busy. I also try to support my team when they need help.
Another strength is using Opera and Opera Cloud. I use these systems at work for reservations check-ins check-outs and payments. This is useful knowledge for my future career.









 - Weaknesses - 
One weakness is that I do not have much management experience yet. I have worked in hotels for some time but I have not been a manager. I need to learn more about leading a team and making important decisions.
I can improve this by asking my managers for feedback. I can also help new staff and take more responsibility when I am at work. This will help me become more confident.
Another weakness is that I can sometimes lack confidence when dealing with difficult situations. I can deal with guest complain but s I sometimes worry about making the wrong decision. I need to become more confident and learn from my managers.
 - Opportunity - 
I have many opportunities to improve my career. One of these is my Business studies. I am currently studying Business at the University of Wales Trinity Saint David. My course is helping me learn about business and management.
My current job is also a good opportunity. I work in a busy hotel and I can learn from managers and other experienced staff. I can ask questions and learn more about what managers do.
I also have experience from different hotels. I have worked at Leonardo Royal Grand Harbour Southampton and Holiday Inn in Basingstoke. This has helped me learn how different hotels work.

- Threats -
One threat is competition for management jobs. There may be many people who want the same job. Some people may have more management experience than me. I need to keep learning and improving my skills.
Another threat is the pressure of working in hotels. Hotels can be very busy and managers can have a lot of work. They may also have to deal with unhappy guests or problems with staff. I need to keep improving my time management and problem solving skills.



Evidence of Readiness
I believe I am ready to develop my career because I already have good hotel experience. My current job has given me experience with guests reservations check-ins check-outs and hotel systems.
My previous job at Holiday Inn also helped me improve my customer service and communication skills. I also had work experience at Deutsche Jugendherbergen in Munich ( German Hotel chain). This gave me experience working in a different country and meeting different people.
My Business studies are also important. They are helping me learn skills that I can use in a future management job.
I can also speak English German and Romanian fluently. I have basic French too. This is useful in the hotel industry because hotels have guests from many different countries.
Overall my SWOT analysis shows that I have good skills and experience for my future career. I am good at customer service communication and teamwork. I still need to improve my management skills and confidence. I believe that my work experience and Business studies will help me become a good Front Office Manager in the future.










Task 3 

	Weakness
	Short-Term Goal
	Mid-Term Goal
	Long-Term Goal
	
Action

	

Reason

	
Measure

	
	

Measure


	Lack of confidence
	Become more confident when 
dealing with guests
	Handle difficult guest situations independently
	Be confident enough to take on a management role.
	Practise handling complaints and ask managers for advice.
	To improve my communication and confidence at work.
	Manager feedback and number of situations handled independently.
	
	Manager feedback and number of situations handled independently.

	Decision-making
	
Take responsibility for more front office tasks.
	Develop strong decision-making skills for management.
	Take on extra responsibilities and learn from experienced staff.
	To become more independent and prepare for management.
	Review my progress with my manager each month.
	
	
	

	Leadership skills
	

Support colleagues and new staff.

	Take more responsibility during busy periods
	Become a Front Office Manager or Hotel Manager.
	Help new staff and support the team when needed.
	To develop my leadership and teamwork skills.
	Feedback from my manager and colleagues.
	
	Feedback from my manager and colleagues.

	Limited management experience
	Learn more about hotel management.
	Gain experience with management tasks.
	Progress into a hotel management position within 2–4 years.
	Ask my manager about management responsibilities and apply knowledge from my business studies.
	To build the knowledge and experience needed for promotion.
	Review my development every 3 months.
	
	Review my development every 3 months.
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Key Responsibilities

Supervising the daily operation of the Reception department
Leading by example and delivering exceptional customer service
Assisting with team training, coaching and development

Handling guest enquiries, requests and complaints professionally
Managing check-ins and check-outs efficiently

Ensuring all reservations and guest information are processed accurately
Monitoring departmental standards and procedures

Supporting revenue generation through upselling rooms and hotel
services

Working closely with Housekeeping, Food & Beverage and other
departments to ensure a seamless guest experience

Candidate Requirements

Previous experience as a Reception Supervisor, Senior Receptionist or
similar role within a hotel environment

Strong leadership and organisational skills

Exceptional communication and customer service abilities

Professional appearance and attitude

Ability to remain calm under pressure in a busy hospitality environment
Excellent attention to detail

Good knowledge of hotel reservation and property management systems
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Reception Supervisor

Norton Park Hotel, Spa & Manor House 4 I Winchester SO213NB
£8.00 - £13.50 an hour

Apply with Indeed a op M

Full job description

Are you a good team motivator?
Do you have a passion for delivering exceptional guest service?
The important stuff:

Free health club membership (T&Cs apply)

Discounts across The QHotels Collection

Family & Friends discounts in hotels across The QHotels Collection
Support with training & professional qualifications, including course fees!
Various learning & development available

Access to an Employee Assistance Program — Hospitality Action

Refer a friend scheme

FREE parking

AND...... much, much more!

What will | do?

Supervise the front of house team to ensure a warm, friendly welcome when
guests arrive to when they leave. As the Supervisor you will be the point of
contact for all hotel guests and deal with all situations in a polite and courteous
manager.
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Previous supervisory experience

Have worked in a customer facing role

Strong communication skills and self-motivated

Ability to work under pressure, multi-task and problem solve
High attention to detail

Curious to find out more?

Norton Park Hotel, Spa & Manor House is a 4* 165-bedroom property, located in
Sutton Scotney, just outside Winchester. Our hotel has Scene restaurant and bar
& lounge, a terrace, and we offer afternoon tea, private dining and meetings &
event spaces as well as a separate Manor House. The leisure facilities include a
pool, a gym, steam room, sauna, and a relaxing Elemis spa.

The QHotels Collection are proud to be a Disability Confident employer and we
are committed to diversity, inclusion, and equal opportunities for all. We believe
everyone should be treated equal so should you require any reasonable
adjustments to any stage of the recruitment process, please do not hesitate to
let us know so we can make the changes accordingly.
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Reception Supervisor
New Recruits & | Hampshire | £30,000 - £33,000 a year

Apply with Indeed a cp M

Luxury Hotel | Basingstoke Area £30,000 - £33,000 per annum + Gratuities

A prestigious luxury hotel in the Basingstoke area is seeking an experienced
and professional Reception Supervisor to join its Front Office team. Thisis an
excellent opportunity for a hospitality professional looking to progress their
career within a high-quality hotel environment renowned for its outstanding
guest service and attention to detail.

The Package

e Salary between £30,000 and £33,000 per annum
e 42 hours per week

o Alternate weekend working pattern

e Generous gratuity scheme

e Company benefits and staff discounts

e Opportunities for training and career development
¢ Immediate start available

The Role

As Reception Supervisor, you will play a key role in the day-to-day operation of
the Front Desk, ensuring that every guest receives a warm welcome and first-
class service throughout their stay.




