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[bookmark: _Toc191821085]Introduction 
Ibis Hotel Nottingham is well known for its exceptional guest services with 24-hour front desk employees, seamless payment and check-ins and check-outs (kayak.co.in, 2025). The hotel has major administrative functions with efficient reception staff, expert staff and continuous assistance. The organization offers hands-on experience in various departments and the administrative operation has made it unique among the rest in the competitive industry.
Learning objectives
· Developing proficiency in front-desk operations including check-in, check-out and payments
· Ensuring communication skills and efficient customer service
· Understanding administrative responsibilities within the hotel environment
· Gaining experience and problem-solving with multitasking abilities in the fast-paced workplace
[bookmark: _unswrbttp9fz][bookmark: _Toc191821086]Section 1: Reflection on Experience and Personal Development 
To reflect on my experiences, I have used Gibbs’s Reflective cycles, which include 6 tailored stages for a better understanding of my role, necessary development and required skills as well. 
Description- I participated in diverse hotel operations including 24-hour reception duties, payment process, snack preparation, bar services and so on. While shadowing a supervisor in the hotel administration allowed me to observe practical insights and coordinate with the guests for their satisfaction and smooth running of the daily operations as a whole. The role of the supervisors is instrumental in guiding the team, maintaining quality and standards of guest services and delegating tasks within the hotel and hospitality sector (Matira and Awolusi, 2020). 
Feelings- I was excited initially, yet nervous. I was quite familiar with customer service from previous experiences and I had a little exposure to the hotel administration and the variety as well which is required in a hotel setting. I became comfortable with my learning and responsibilities and I felt the news to accommodate the fast-paced environment. 
Evaluation- During my experiences, I faced both positive aspects and challenges. I gained certain exposure within the hotel administration which includes operational significance and responsibility oversights of the home office, reception and food and beverages departments. As an example, during the breakfast preparation, the coordination and communication among the staff working in the bar, kitchen and reception played crucial roles which ensured guests' experiences. Often the multitasking and tight schedule made it challenging for me during the peak hours. A supervisor can prioritize tasks along with communicate effectively and help the staff effectively with proper time management (Aeon and Aguinis, 2017). I have evaluated the need for establishing clear communication channels.
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Figure: Gibb’s Reflective Cycle
(Source: Harithuddin, 2021)
Analysis- I have analysed closely the way the expertise of the supervisors helps in both the customer-facing tasks and the administrative ones also by focusing that the function of the team seems efficient and cohesive at the same time. A supervisor needs to possess not only knowledge of the operational details but must have expertise in sound interpersonal skills as well (Cacciolatti et al., 2017). I have further realised that these skills can effectively handle challenges considering guest interactions with mannerisms and professionalism.  
Both my academic background and experiences in customer services have previously helped me with a solid foundation of task management. This placement allowed me to see the way skills help in hospitality environments. The ability of team management along with quick problem-solving and customer satisfaction, is significant in the hospitality industry (Truong et al., 2020). During the dissatisfaction issue of the guest with a room, effective communication and the skills of the supervisor resolved it quickly. This demonstrated the need for patience, wistfulness and diplomacy as a part of hospitality management.
Conclusion- In conclusion, I can say that this placement has improved my understanding along with my skills and knowledge in hotel administration. I have an understanding of the necessary role of supervision to meet the guest's expectations from all aspects. The skills are indispensable in this which emphasises the importance of technical expertise and the ability to adapt to different roles within a hotel setting.
Action Plan
	Required skills
	Actions
	Timeframe

	Communication
	Online tools, webinars, group discussions
	3 months

	Time management
	E-calendar and other tools with regular scheduling and tasks with a deadline
	4 months

	Teamwork
	Mentors’ and peers’ assistance and leadership practices voluntarily 
	5 months


(Source: Created by the learner)
[bookmark: _chft4jo3gq9w][bookmark: _Toc191821087]Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge 
During my placement at the Ibis Hotel Nottingham, I had the opportunity for a supervisory position in the hotel administration by offering some valuable insights into the dynamic hotel operations and guest services, which highlights the significance of technical knowledge and work-based skills for me. Work-based skills and technical knowledge are crucial to ensure high guest satisfaction and smooth operations (Anuar et al., 2024). My role was challenging at the hotel particularly, ensuring the shadowing experiences, and I could manage multiple guest inquiries at the same time. My previous experiences backed me up and work-based skills ensure smooth guest experiences. I have gained knowledge and learned the necessity of high-quality guest experiences that can lead to guest satisfaction. The entire experience offered me a clear picture by highlighting the need for work-based skills and technical knowledge. 
The key work-based skills include multitasking, communication, and time management, which are vital for payment, check-in and outs, food and beverages preparation and offerings. For instance, during peak hours, I need to know the reservation system to manage time efficiency and clear communication to ensure smooth guest satisfaction. Interpersonal communication is significant for the proficiency of supervisors in quickly addressing inquiries of the guests (Matey, 2024). Technical knowledge in reservation management and payment systems are critical responsibilities for the administrations and I observed the tools and troubleshooting during the payments, which can impact guest satisfaction. The food and beverage preparation also ensure meeting fine guest experiences. 
[bookmark: _f0xxxmpb0d2t][bookmark: _Toc191821088]Section 3: Reflection on Organisational Issues 
During my placement at Ibis Hotel Nottingham, I observed organisational issues that offered challenges regarding the coordination between the food and beverage services and the reception during peak hours. This situation generally takes place at the time of check-ins and breakfast. The departments offered challenges to maintaining multiple guests while arriving simultaneously, which resulted in delays in breakfast services and the check-in process. Guest satisfaction demands put additional pressure on staff, which leads to potential errors and causes delays in food preparation (Chan et al., 2017). This issue has particularly affected the performance of the department by creating inefficient guest services. The guests wait for longer in the breakfast preparation and check-ins, which hamper the schedule and negatively impacts the reputations of the hotels for offering efficient and timely services. This service delay could potentially lead to customer dissatisfaction. 
To address these issues, task delegation and schedule improvements in peak hours can be helpful. By using the Lean management concept, the hotel can focus on waste reduction and improve efficiency to streamline operations by training staff and handling multiple roles at the same time. In addition to this, adequate staff can lower the alleviated pressures within the hospitality sector during peak hours (Wen et al., 2020). Employing the time-blocking technique can ensure sound resource allocation by the hotel to meet demands coupled with proactive planning and real-time adjustments. 

[bookmark: _ivdgsna37fx4][bookmark: _Toc191821089]Conclusion and Action Plan
Thus, it can be concluded that the hotel offers meaningful insights into the hotel administration. It is important in a hospitality sector setting to remain calm and composed under pressure while multitasking, time management, interpersonal skills, other work-based skills and technical knowledge are vital to understanding the best service management. These skills ensure smooth operations. This experience has alleviated my career aspirations in the hospitality sector. To improve my position and employability I have considered certain steps for improving time management and gaining intense knowledge of tailored systems to pursue further hospitality training that I need to meet unique guest experiences.
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