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 INTRODUCTION
The main reason for this task is to carefully assess the important of front office operation in hotel industry particularly five-star hotels, and front office manager, hotel night auditor                     
           Front Office
The front office is the backbone of any hotel, is the section where all the lodging organisation take place, most of the top position in the hotel begin their careers from the front office, be the backbone it’s the department which is responsible for the receiving of guests ,managing of rooms and also handily of all the complaint 
    The front is the first and last interacting point in the hotel for the guests, so there for the success of the hotel depend on the front office, if the guests will return, it depends on the reception they receive, so good communication and warm welcome will bring back the guests 
   Front office been the Master Key in the hotel every department depends on the front office to perform their duties, so all the mistake or the failure in each department will fall on the front office. (Michael L. Kasavanan and Richard M,Brooks .2009)

The Function of Front Office Operations
    
  Customary front office role includes rooms reservation, quota, arrangement of guests account, processing of guest's history records, the front office also grow and keep detailed database of the guest's information, and also establish the coordination of guest's service and guests delight, the staff member in  various  area of the front office perform these roles.
   The front office of also deal with forecasting of room availability for future reservation,
      Establishing room rates, front office always has more than one and different guestrooms rates, each room rates are corresponded to the type room
      Maximizing revenue is the main aims of every hotel, front office operation are in the position to maximize revenue this done by planned rate changes, the rack room rate can change when there is a major event in the area or depend on the market factors
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         In five-star hotels the organization of front office is frequently structure according to function with different staff member handling separate areas, the split of duties can intensify the control the front office has over its own operations, the functions are as follows  
  A front desk agent who take record of the guests and also maintain rooms accessibility information and the cashier responsibility handling the money, posts charges, also supervise guest account settlement, the information clerk take all the message and also give the guest direction ,while the telephone operator responsible for the switchboard and organize all the wake –up calls

Front Office Manager (FOM) 
   Front office manager(FOM) is in control of the front office department and assign the accessible resources(men, machine, materials, and money) of the section to attain the goals of the department and the sector, the main functions of the front office manager (FOM) is to generally supervise all the staff member and also to make sure the suitable and smooth operation of the front office department(Jatashankar R,Tewari 2009)

Duties and Function of Front Office Manager 
  Front office manager utilize the organizes goal as a guide, by spilt up the work among the front office staff ,the (FOM) divide the work so that every member of staff get a fair assignment of work ,organizing involve the control order of work in which the work are be carry out .
Coordinating, front office manager must be able harmonize the efforts of all the front office staff to make sure that they perform work orderly and timely 
 The (FOM) must maintain the structure balance between the delivery of hospitality and the service, also promotion of profit for the hotel 
  It also at the disposal of the ( FOM) the element of management for example the employee ,the inventory about the rooms sold and not sold , and the budget and sales opportunities ,the assessment and result of department activities on day by day ,or monthly and yearly basis is done by the front office manager,(FOM) main responsibility build rooms revenue forecast and also the FOM must work along the front office staff member to be able to communicate an idea kindness caring ,safety and quality to the guests, and also ensure that some personnel be train in technical area of the property management systems ,FOM ensure the image and reputation of the hotel is being maintained by the front office staff ,(Koontz and o Donnel ,Management p 587).

 
Night Auditor Duties
   AS hotels remain running round the clock 24x7x365 days a year, the guests that put up in the hotel    comprise of regular guests as well as irregular guests, and their period of stay may vary from hour to several weeks, a financial transaction should be appraisal on daily basis as guests can leave from the hotel at any given time, and it might be too late to retrieve on settle bills, or lost might happen because of any mistake in posting charges of the guest account . 
  
In order to protect the interest of the hotel a consistent evaluation of the financial transaction of the guests is carried out by qualified people. 
According to advanced dictionary, the word Audit is an official evaluation of business and Finanancial records to see that everything is correct, successful audit will produce in stability guests and non-guest financial record, and accurate financial statement, suitable account and credit monitoring  
  The front office audit is occasionally call the NIGHT AUDITOR is normally execute during the late evening hour of the night before the execution of the automated front office apparatus, the most suitable time to carry out the audit is around the late hour, the late hour allowed the night auditor to work without any interruption. 
  At the late hour most of all the revenue outlets are closed in the night thereby permitting the night auditor to include all revenue section and transaction for day  
   The functions of night auditor are, the night auditor is to verify the present level of guests account and the accuracy vis-a -vis such as credit limit, also monitor the discount and promotional plan that are offered to the guests, the night auditor produce a  reports about the front office operation for the management, and stabilizing the front office account, rectify rooms statue and the rate difference. Furthermore, the night auditor uses the property management system (PMS) to produce day to day outline of cash, scrutinize credit card, debit card, gift card, and other thing that occurred at the front desk. 
The night audit is performed in every hotel to sustain accurate and well-organized accounting system that will keeps actual record of all the transaction which lead to a higher level of guest's satisfaction.  
The step involved are Establishing the end of the day, verifying no-show, Preparing high balance report via-a-vis. 
Preparing reports, the night auditor produces daily report of front office activities. for the managerial use this will help the management of the hotel to evaluate the profit making of the hotel and strategize the future goals of the hotel, the night auditor usually prepares this kind of reports for the management  
High balance reports   the formula calculate outstanding balance is  
Outstanding balance =Previous balance + Debit entries (purchases)-Credits entries (payments) 
Occupancy report. 
Verify No-Show Reservation is the circumstances when the guest who has his or her confirmed reservation and does not arrive at the hotel it is the responsibility of the night auditor to clear the reservation file or on the other hand post the charges to the account of no show guest. That is if the reservation is guaranteed. 
 
 Updating the System as soon as all the outstanding charges is posted and pacify  ,no show are be verify ,and the report and outline for the hotel  have be prepared ,the night auditor updates the system, and the process of the night audit will end.

                      
    Conclusion
With the logical views the front office department is the master key of the hotel ,the important of front office can not mention because is  the focal point of the activities between the guest and the staff of the front office ,The  night audito is the person who officially validate of  records mostly the financial one 
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