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For reflecting the required key skills in a hotel, such as Premier Inn hotel, a reflective model can support significantly. That is why Gibbs’ reflective model is going to be applied. This reflective model can support exploring a particular event and an experience that can be beneficial in terms of describing, exploring feelings, analysing, evaluating, concluding, and adopting an appropriate action plan for developing the issues identified from the description and analysis (Williams et al., 2012). Such as:
Description: While working at the front desk of Premier Inn Hotel as the hotel receptionist, I realised that three major skills are required for being a well-efficient and effective front desk officer or receptionist and those skills include organisation skills, informative skills or detail-oriented, and communication skills. In the case of organisational skills, one needs to focus on having a polite manner (Seiter, 2023). I also realised the importance of having such a manner in the place of the front desk of a hotel, like Premier Inn. That is why I also insist on having a high standard of personal presentation. This requires a good sense of formal clothing and attitudes that is highly demanded by any sort of hotel businesses at their front desks (Bardi, 2010). As part of this particular skill, I realised the importance of ensuring good hygiene which is an essential or mandatory issue not only in hotels but also in any other sorts of businesses. Then, by being empathic towards the guests, I can fully acquire this kind of skills as a front desk officer or receptionist at Premier Inn Hotel. Then, I need to have lots of information so that I can give answers to others’ questions easily. That means detail orientation is one of the major skills that a receptionist must have while working at the front desk of a hotel.  Then, communication skill is the major skill that must be acquired by any kind of receptionist in the hotel. In this case, I always prioritise having and developing both verbal and written communication skills. In this case, I also noticed that I need to be a good listener and have good telephone manners keep patience, and act tactfully. 
Feelings: Initially, I was a little bit nervous about whether I could do well as a front desk employee or receptionist. But I was confident enough in terms of implementing those skills that are essential for being a good receptionist. First of all, I was serious about ensuring an appropriate dress code, good hygiene, calmness, politeness, and decency. As a result, one can indulge in performing diligently. But these are not enough for being a good receptionist (Hammer, 2016). I realised the importance of being an informative and detail-oriented person in the hotel. In a hotel, like Premier Inn, it is quite crucial for having lots of information and knowledge as a front desk employee or receptionist (Seiter, 2023). After gathering such information, it is also essential for me to understand the importance of connecting to the entire business so that I can communicate easily and this can lead me to exchange information to other functions of the hotel. 
Analysis: It is quite challenging for me to ensure a high standard in the hotel. That is why I need to concentrate on implementing those required skills. If a receptionist or front desk officer gives a high standard in terms of presenting him or herself in front of the guests in the hotel, it will be easier for them to create a positive impression among the guests of the hotel. By being a good communicator, different phone answering can be conducted efficiently (Bardi, 2010). I realised this in the beginning. Both data entry and mail management issues create complex issues because every piece of data needs to be recorded efficiently and mail management indicates the management of getting mail and sending replies appropriately regarding any crucial mail of the clients in spam (Seiter, 2023). 
Evaluation: In the case of a receptionist, I would like to make an interaction among these three core issues and skills. I need to be well-organised in any situation and communicate in such a way so that I can get information and give information to others (Bolton, 2018). 
Conclusion: Though those skills have an importance that cannot be denied at all, both problem-solving and analytical skills can support exploring my one’s performance as a front desk employee. That is why I could have explored these two skills. 
Action plan: By the end of June 2023, I will explore the importance of problem-solving and analytical skills and by the end of September 2023, I will focus on acquiring them. 
Word count: 775




Component Two:
Contribution to Overall Module Assessment: 
Creation of an action plan and answer the following questions.

	What are you going to do to ensure that the hotel is represented well to guests?
	How will operations run smoothly throughout your shift?

	Why would you consider your plan being the most effective?

	What contingency plan will you put in place to ensure a quick resolution of this scenario in the future?

	Maintenance and monitoring of the employees’ skills and techniques
	Revising the duties of the hotel staff.
Ensuring standards for the guests.
	Continuous feedback will be provided to the staff.
	Dividing the entire task and making all aware of today’s leadership approach which may not be like other days. 

	Organising and coordinating operations to ensure the maximum efficiency
	Revising the daily routine, completing and updating tasks on Co-pilot.
	New strategies may be implemented.
	New strategies or existing strategies will be assessed before implementing them in hotel management, an example will be sickness policy or rotating team members in different areas.

	Supervising and evaluating the staff
	Giving clear instructions to all,
Checking and getting updates from all.
	A transformational leadership approach will be implemented.
	New approaches will be learned for accepting the changes and implementing them significantly. 

	Ensuring supplies and equipment are adequate 
	Communication with the team,
Checking continuously.
	Continuous updates will be given.
	Supplies and equipment will be up-to-date, monitoring training in order to deliver a professional and enjoyable experience to the guests.

	Handling customer complaints
Assisting pricing services
	Making teams and allocating them different tasks.
	Effective teamwork will be introduced. 
	A different pragmatic and effective team will be formed. 




Component Three:
Contribution to Overall Module Assessment: 
Description of the key elements that are required when considering these four elements of hotel operations:

	
Element 1 – Property Management Systems (PMS)


	It is considered a set of solutions that are used by hoteliers or hotel managers for sorting out daily operational activities in the business. Bart, the property management system that is operating in Premier Inn Hotel can support managing daily operations in the hotels, together with other management tools as per example Bedroom Genie as the hotel managers can focus on conducting reservations appropriately and developing front desk-related activities (Premier Inn, 2023). Besides, it is essential to conduct housekeeping and ensure proper maintenance effectively which includes proper billing, invoicing, and so on (Moyeenudin et. al. 2018). Hotel managers can focus on playing the role of analytics significantly which also insists on reporting different issues found in the hotel efficiently. This property management system in the hotel requires some major objectives; among them, the managers must focus on allowing the property managers and maintaining personnel to manage the daily operations of their properties (Elavon, 2023). As a result, hoteliers are bound to explore risk management so that appropriate actions can be undertaken for resolving any uncertainties found in the workplace. Above all, it is also crucial for them to communicate and maintain a continuous communication that will insist on interacting with others significantly. This property management system provides lots of benefits to a hotel, like Premier Inn Hotel. First of all, the hotel managers can explore and diversify the assets of the business and this can make them conduct investment-related research and diversify assets involved in this investment. They can also get the benefits of customising portfolios and regulating the governance of the business. 

	
Element 2 – Hotel Reputation
It is hotel reputation that allows a hotel, like Premier Inn Hotel to monitor and impact the ways a hotel is perceived either offline or online. It can accelerate the ways that aid track review sites, post, and engage on social media. As a result, it is easier for all to optimise the site for search and develop or upgrade all relevant issues. In a hotel like Premier Inn, this is a key concerning issue that can help enhance the hotel’s sales through the acquirement of the faith of some potential clients and the maintenance of positive interaction with other clients. The more guests are satisfied and the more positive perception is obtained by them, the higher the brand value will be of this business. It is a paramount task that can influence the turnover as well as the profitability of the business significantly (Wood, 2013). This reputation is determined by some key components of a hotel, like the Premier Inn Hotel. Firstly, it is the hotel’s location that needs to be placed in such a location that the guests can find the hotel easily. A better location is always a positive issue for the hoteliers (Vallen G and Vallen J, 2013). Then, hotel staff is also an essential component because their skills and effective customer service can help develop more customers for the hotels. Besides, it can create a positive impression among the customers that can make them loyal customers of the hotel. Gastronomy is another issue that also determines the brand value or reputation of a hotel, like the Premier Inn Hotel. It means the practice of selecting, cooking, and eating nutritious food (Gordin, Trabskaya and Zelenskaya 2016). Finally, marketing is another issue that can also determine the reputation of a hotel significantly. 

	

	
Element 3 - Communication 

	It is business communication that is envisaged as the procedure in which it is required to share information, especially between the communicators in the business or outside the business. Every business looks for ways of establishing effective communication because effective communication in the business can help reach the ultimate objectives of the business aims at developing divergent practices and lowering complexities and errors. In a hotel, like Premier Inn Hotel, it is considered a two-way procedure that allows the employers and the employees as well as the guests in the hotel to exchange their views, aspects, knowledge, concepts, research, data, and information. This needs to be done in such a way that can help them receive messages appropriately and understand them clearly (Revinate, 2023). Adequate inter and intradepartmental communication is essential for effective team membership and understanding to embrace brand standards of the Premier Inn hotel. Contratti et al. (2012) argued that effective communication between departments helps to ensures smooth operations that allows to increase overall efficiency. Interdepartmental communication promotes collaboration that helps allowing managers to align goals and strategies, avoid duplication of efforts, and workflows during training session. Facilitate the timely exchange allows information for enabling for prompt and make informed decisions.
Finally, effective communication can insist on personalising guest services. 

	Element 4 - Staffing 

	Staffing is one of the major activities or functions of business management because it can insist on managers measuring performance levels and the existing skills’ effectiveness within the workplace. Before offering any specific job responsibilities and roles, a manager needs to assess appropriately whether the employees are performing well or not. Besides, it can support the development of the overall performance and productivity of the business significantly (Tesone, 2017). In a hotel, it indicates the process of recruiting effective employees who can work diligently via the implementation of their skills so that they can match the skills with their job requirements for their specific job positions in the business. Like, the staff in the hotel needs to clean the bedrooms and all other areas of the hotel appropriately so that the hotel can give better customer service to the guest. An effective hotel manager indulges in ensuring these issues needs to educate the existing staff properly in that he or she can focus on arranging appropriate training facilities and learning and development programs for them in an efficient way (Johnston, 2012).
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