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	Communication at the Front Office

As part of the coursework in International Hotel Management, I gained insight into the aspect of communications at the front office which was a very essential aspect in the development of my skills and knowledge. I have enough belief that every bit of the things taught in class will be essential in the future days in the enhancement of my professionalism and in the climbing of the career ladder through earned success. Communication is a very essential aspect in the daily lives of individuals and in organizations therefore being a key aspect of learning and practicing on to enhance organizational competitiveness and also personal success. The front office proves to be an essential section of an organization in that it helps in the communication within the organization with all the other departments (Fakhri & Marini, n.d). This in turn proves to be very essential in ensuring that all the activities of the organization run smoothly. Additionally, the front office in an organization in the hotel industry is an essential section of ensuring that guests to the hotel room receive quality services enhanced by communication.
Communications involve and engagement with the human resource department to ensure that only the most eligible candidates are hired therefore enhancing the process of hiring the most qualified personnel. With respect to the accounts department, the front office helps ensure that payments and settlements by the guests is done in an efficient manner and offers communicated to the guests (Bardi, 2021). It is also through the front office that auditing is enhanced. Communications with the department on food and beverage is also essential as it helps ensure that reservations on food are communicated adequately and well in time, help make a tracking record of purchases as well as keeping a track of banquet inquiries. With respect to marketing and sales department, the front office assists in giving insight into the perceptions and views of the guests therefore creating a platform of tailoring marketing strategies. With respect to the housekeeping, the front house is essential in ensuring that the vacated rooms are prepared, cleaning and the enhancement of amenities as well as security (Fakhri & Marini, n.d). 
I have also learnt that the role of front office communication is enabled by my individual presentation in verbal means and through the body language. This begins by ensuring that I present myself with a smile when talking to guests and adopting a body language that displays confidence such as standing upright and enhance eye contact when communicating (Sayin & Karaman, 2019). Additionally, I should ensure that I am audible enough and utilize simple language for communication purposes to ensure that everyone that I communicate with can understand what I say. For the purpose of enhancing an understanding with each other, I should ensure that I clarify details on where I don’t understand clearly of where is asked and also for situations where clients may request too many things at a go. I should also ensure that I refrain from particular behavior such as the utilization of jargon, speaking too fast to be easily understood, causing interruptions when others are speaking as well as wasting time talking with colleagues talking of non-related aspects during the hours of work. Additionally, I am bound not to make assumptions and making conclusions, be untidy and also being harsh to the clients or the subordinates.
In addition to the verbal and the body language aspects, I should also ensure that I am honest, observe integrity, ensure that I am punctual not only in observing arrival times to the workplace but also in observing deadlines of handling tasks and requests by guests, ensure that I can solve any problems that occur in a speedy manner, observe etiquette and also be polite. Additionally, aspects of salesmanship and command over language are also essential in ensuring that I display a good picture and image of the organization (Marneros et al, 2020). Observing these critical aspects in the front office communication is the one way towards the development of the skill. A good service delivery enabled by good communication is essential in enhancing customer loyalty and therefore repeat purchases of the same services where as a wrong move through communication at the front office would discourage the guests not only in seeking the services from the same hotel again but also in accepting the services in the first scenario. Good services offered create a memory of the experience in the guests who in turn seek the same services, refer other customers to the same hotels and also bring along with them other customers. It is therefore essential to learn the aspects of front office communication and practice them.
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