Hotel Placement – Managing Hotel Administration
Student Name: Adina Violeta Hrin 
Student number 2012829


Contents
Introduction	3
Introduction to works	4
Issues faced by administrators	5
Solutions	5
Conclusion	7
References	8



[bookmark: _Toc128574039]Introduction
Management of accounting, marketing, and sales are just some of the general business responsibilities that come with a job in the hospitality. One will also be responsible for overseeing the provision of specific services, like that of food preparation and hotel activities, as well as guest accommodations. This report will talk about managing hotel administration. First, the author will introduce with the works. After that, the author will show some issues that the administration managers face. That will also show some points to solve the issues effectively. 
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As an administrator at Novotel hotel, my role is essential in ensuring the smooth running of the business. I work in an office environment, providing administrative support to both individuals and groups within the hotel. My duties range from simple tasks such as filing, word processing, and managing incoming and outgoing telephone calls, to more complex responsibilities such as creating spreadsheets and presentations.
One of the significant tasks that I perform is greeting and directing visitors to the hotel. I ensure that they are welcomed with a warm and friendly reception, and I direct them to their desired location within the hotel. As an administrator, I understand that the first impression of the hotel is essential, and I always make sure that visitors feel welcomed and valued.
In addition to my administrative duties, I am also accountable for tasks and initiatives inside the hotel. I work closely with other departments within the hotel to ensure that their needs are met. I coordinate with the housekeeping department, the front desk, and other teams to ensure that everything runs smoothly.
As an experienced administrator, I also manage the work of junior members of the administrative staff. I provide guidance and training to new staff members and ensure that they understand their roles and responsibilities. I am always available to answer questions and offer support to my colleagues.
Overall, my role as an administrator at Novotel hotel is crucial to the success of the hotel. I take pride in my work and am always looking for ways to improve our processes and procedures. Whether it's greeting visitors, managing administrative tasks, or supporting my colleagues, I am committed to providing excellent service and contributing to the growth and success of Novotel hotel.
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· Unskilled staffs: At Novotel hotel, one of the biggest challenges we are currently facing is the issue of unskilled staff. This refers to a sector of the labor force that is associated with a restricted skill set or low economic value for the job that is done. Unfortunately, this has resulted in us being unable to provide proper service to our customers, which is of great concern to us. We have found that incompetence amongst our staff has resulted in bad morale in the workplace, which in turn has led to decreased production and an increase in employee turnover. This is a problem that we take very seriously, and we are actively seeking solutions to address it. It is important to note that the terms "unskilled" and "skilled" were developed by institutions, governments, and other interest groups, and have been used to determine who has power in the labor market and who does not (Jerome 2014). However, we believe that every employee has something valuable to contribute to the workplace, and we are committed to investing in the development of our staff to ensure that they are equipped with the necessary skills to provide excellent service to our customers.
· Lack of training: The term "lack of training at work" refers to the absence of appropriate educational facilities and resources for employees situated at the place of employment that is the subject of the issue (Tewan, 2009). If employees of Novotel hotel are not provided with chances to further their education or training while on the job, they will be unable to perform to the best of their abilities. Workers at the Novotel hotel who have not gotten enough training will produce a lower quality output. The lack of education and training directly correlates to a decline in productivity, which in turn reduces earnings. Mistakes, quality issues, and unnecessary repetition are commonplace in this kind of work.
· Not appreciate feedback:Employees need feedback to fully comprehend how well they are functioning in their jobs, pinpoint specific areas in which they may improve, and advance in their careers. Getting constructive criticism may help the Novotel hotel reach their goals and improve their overall performance, too. Providing timely, specific, and relevant feedback that is tied to observable actions or results is crucial in the workplace, but the Novotel hotel is unable to do so since it does not value feedback (Rughubalan, 2009). The information should be conveyed in a way that is constructive and does not intimidate the employees, and they should be given the chance to respond and ask questions. In addition, comments should concentrate on the future rather than on errors that have been made in the past.
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· Hire more skilled managers: Hiring more skilled managers can be one of the most key decisions for Novotel hotel to make big profits. Skilled managers have an effective rule on the success of an organization. They are able to get their message through to their team or clients in a way that prevents misunderstandings, misunderstanding, and conflict while they are having conversations with such groups (Shulver, 2012). Being able to effectively communicate cuts down on wasted time and makes the operation of the team more streamlined. 
· Send managers for frequent trainings: It will be also effective for Novotel Hotel to send their managers for frequent trainings as it will increase their working ability. Managers who have received training in the proper performance of their duties are more likely to put in longer hours at the office (Masadeh, 2013). Furthermore, they are able to establish attainable objectives and create workable plans to reach those objectives.The management may learn to adapt to each of their employees' preferred working styles. Many things drive them, and they worry about various things. Enhancing managers' leadership abilities of Novotel hotel will add benefit of lifting staff morale, which in turn improves productivity.
· Conflict management:When conflict is handled well, members of the team see it as a tool that can be used to share ideas while also enabling each side to have an equal opportunity to be heard (Thakore, 2013). "Effective communication within teams is impossible without healthy competition amongst members." Instead of being an intimidating dispute, conflict that has been well handled may be an efficient way of communication within Novotel hotel. 
· Rising pay:Workers who get increases on an annual basis are better able to plan and budget for their monthly bills when they do so because it helps them keep up with the cost of living in the community in which they reside. Even though there are a lot of other ways for a company to motivate and retain its best employees, giving raises to workers will not only boost morale within Novotel hotel but will also ensure that long-term workers are paid more than their new hire counterparts. This will occur despite the fact that there are a lot of other ways for a company to hire.
· Self-recognition:According to study that was done on the subject, those who are instructed in self-recognition have a stronger ability to reflect on their leadership qualities and foster a deeper sense of cooperation than those who are not instructed in self-awareness (Butler, 2013). Individuals who are self-aware are in a better position to evaluate the skill sets they possess, which in turn will help Novotel Hotel to build a culture that focuses an emphasis on teamwork.
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Conclusion
An administrator is an office worker whose primary responsibility is to offer secretarial support for another person or a team. However, the "unskilled staffs" at Novotel hotel present a significant challenge for the business. Their incompetence has hindered the hotel's ability to meet the needs of its customers, resulting in lower performance and reduced profits.To address this challenge, it is important to focus on constructive suggestions for improvement rather than criticizing past mistakes. One crucial step that the Novotel hotel can take to increase its revenues is to hire more capable management. Regular training for the management team would also be beneficial, as it can enhance their efficiency on the job and improve their leadership skills.Furthermore, resolving conflicts at the Novotel hotel in a professional and productive manner can help create a more collaborative environment. Research has shown that self-awareness training can lead to improved leadership skills and foster a more collaborative workplace.In summary, addressing the issue of unskilled staff at the Novotel hotel requires a proactive approach that prioritizes constructive suggestions for improvement, hiring capable management, regular training, and creating a collaborative environment through effective conflict resolution. These measures can ultimately lead to increased performance, profitability, and customer satisfaction for the Novotel hotel.
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