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While working as a front desk staff, it is necessary to have strong verbal and written communication skills that help to interact with guests and represent the hotel properly. Clear communication is necessary during this time answering different questions of guests along with dealing with different problems that may arise in the near future (Mccabe, 2010). In that way, it becomes easier for the company to keep guests satisfied for longer periods. 
As a front desk staff an individual always needs to focus on offering the best services to the customers that align with organisational capability along with the expectation if customers. Here, an individual needs to focus on identifying the best option for the guests and make sure customers are happy with the deal. In that way, it becomes easier to create a long-term relationship with the customers. 
Front desk staff must be agile enough to deal with different problems that may arise in the workplace. It is necessary o asses the circumstances quickly and find the best solution on the basis of that. There are some common problems a desk staff needs to deal with such as room-related issues, handling questions regarding the bill, booking descriptions, etc. It helps the company to create a stable relationship with guests and get positive ratings in the end. 
While working as a front desk staff an individual needs to deal with multiple tasks. So, it becomes difficult to manage all the issues at the right time. Here, the individual needs to identify task priorities and perform these accordingly (Corgel,and verma, 2011). Time management is significant in some major areas including reservation handling, check-ins and check-outs, along with addressing different requests of customers. By offering different services at the right time the front desk staff increase the satisfaction level of customers. 
In front desk activities, precision is essential. When conducting visitor data, precisely registering bookings, conducting payments, and making sure that guests' demands and requirements are accurately recorded and satisfied, staff members ought to be thorough. In that way, it becomes easier for the Premier Inn hotel to offer services according to the expectations of guests. 
Proficiency in terms of operating computers along with other technological devices necessary to perform as a front desk staff. It helps the staff to deal with the online booking system processing payment systems along with preparing reports. Here, the individual needs to have a basic understanding of Microsoft Office. Besides, email communication is necessary for ensuring engagement with different stakeholders inside or outside the organisation. 
This is the capability of an individual to understand the needs and concerns of guests by evaluating their current circumstances. Emotional intelligence also helps front desk staff to adjust their communication style by considering the personality of the guest. It also helps the staff to maintain composure during the time of challenging situations. It also helps the organisation to let guests know about the concern of the authority to deal with their problems. 
While offering different services to guests, it is necessary for the front desk staff to ensure collaboration with maintenance, housekeeping, and management. By ensuring cooperation among all departments, it becomes easier to minimise misconceptions in the long run. In order to offer a seamless experience to guests, front desk employees should all the departments be well aware of their roles and responsibilities. 
As front desk staff needs to deal with guests most of the time, it is necessary for them to maintain professionalism while offering services. The individual needs to deal with the company’s policies along with maintaining a neat appearance all the time (Solomon, 2018). Besides, it is necessary to handle the sensitive information of customers strictly so that they are not exposed to outsiders. 
In order to offer service in a city like Leicester, multilingual capability can help to offer services effectively. It helps an individual to cooperate with people from different cultures and offer the best experience to them (Johan Hammer, 2016). A lack of linguistic capability may create misconceptions and may result in customer dissatisfaction. 
Front-desk staff at Premier Inn, Leicester may help to create a friendly and effective atmosphere for guests by having these talents, assuring their satisfaction and assisting to build a favourable image for the Premier Inn hotel.
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Component Two:

	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 quick resolution of this scenario in the future?


	Firstly, I am going to concentrate on welcoming guests with friendly attitudes and identifying their requirements to serve them accordingly. Here, I need to control the check-in and check-out process to make sure customers are getting their first and last impressions well (Bardi J., 2010). 

	Keep a neat workstation by making sure all the necessary papers, equipment, and supplies are at hand (Guilding, 2012). To ensure effective operations, keep the space around the front desk neat and clutter-free.
	
In order to make sure that visitors have a great experience and help the hotel's reputation, it places an emphasis on delivering outstanding client service, resolving queries and worries, and guaranteeing an effortless check-in and check-out procedure.
	
Make sure that all teammates receive instruction on front desk duties so that tasks may be easily allocated in the event of unexpected unavailability.


	
I need to maintain professionalism while offering the service to the customers. Besides, clear communication needs to be maintained to avoid misconceptions between both parties (Legrand, Sloan and Chen, 2017). Additionally, an approachable attitude needs to be shown towards the guests to keep them satisfied in the long run. 

	
Put tasks in order of urgency and significance. Make a timetable or to-do list to remain on top of my daily duties, making certain that bookings, registrations, and check-outs, as well as visitor requests, are taken care of quickly and effectively (Garlough and Campbell, 2012).
	
It keeps professionalism intact. The lodging establishment will come across as well-run and reliable to guests if it presents an expert approach and looks.
	
Keep lines of interaction open with colleagues and upper management to handle shortages in personnel and locate acceptable alternatives as soon as possible.


	
Serve as a resource for visitors, including precise details on the hotel's facilities, offerings, and nearby sights. Respond to any difficulties or concerns quickly and efficiently, taking the necessary steps to fix issues and guarantee customer satisfaction.

	
It is necessary to foster effective communication among all departments to address different concerns and deal with these effectively. 

	
A smooth flow of activities is ensured by working alongside other divisions and straightforward and polite contact with customers (Ahmad Rasmi Albattat and Puad, 2019).

	
It is also necessary to stay updated regarding the backup staff by collecting their information, skillsets, availability, etc. in that way, the company can easily fulfil the staffing gap with ease (Ding, Saunders and Harold, 2019). 


	
Make ensuring that bookings for rooms are correct and current, allocating accommodations in line with guest tastes and available space. To make sure that guestrooms are readied and sanitised promptly, work with maintenance.

	
The organisation should take different protective measures to deal with different issues inside the workplace. Here, the manager needs to monitor room availability along with dealing with different maintenance issues. 
	
It is necessary to stay knowledgeable regarding the different wants and needs of customers and keep them satisfied by resolving these issues immediately. It also helps to achieve customer loyalty in the long run. 

	
Develop a guideline for roles and responsibilities so that employees are well aware of their duties. It also helps to make adjustments in the time of emergency. 


	
As a front desk staff, I need to maintain coordination among all departments while taking decisions in the workplace. Here, are some major departments the organisation needs to coordinate with such as maintenance, housekeeping, food and beverage, etc. In that way, I can ensure prompt delivery of services in the long run to keep customers satisfied.

	
Different technologies can be utilised to offer smooth services to the customers such as automated booking, managing reservations and generating necessary reports (Fazzino, 2022). 

	
While performing different responsibilities as a front desk manager it is important to showcase my ability to deal with different challenges and ensure effective operation as well (Usigbe, 2013). 

	
Additionally, it is necessary to develop relationships with agencies that provide staff for temporary situations. 




Component Three:
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Element 1 – Property Management Systems (PMS)


	
Strategic planning concentrate on setting long-term goals or objectives long with finding the right ways to achieve these. In order to set a strategic plan manager, need to consider some specific issues such as selecting the target market, identifying different trends end determining factors that provide a competitive advantage in the market. Strategic planning also offers clear pathways for consistent success. 
Developing organizational structure is structure mainly focuses on setting a hierarchy along with the responsibilities of employees in the workplace. It also indicates relationships among different departments and outlines the flow of authority at different levels of the organization (Tesone, 2015). An effective organizational structure ensures clarity, open coordination, and accountability inside the organization. Here, employees are well aware of their roles and responsibilities and work accordingly to ensure organisational sustainability. 
Organizational efficiency of Premier Inn ultimately depends on employee performance inside the workplace. Here human resource management can play a significant role in terms of hiring training and developing employees to perform effectively and stay motivated in the long run. human resource management needs to fulfil different responsibilities including recruitment, training, orientation, performance management, employee engagement, etc. It plays a significant role to increase efficiency and make sure responsibilities are distributed according to the capabilities of employees. 
Budgeting, financial analysis, cost management, handling revenue, and reports on finances are all aspects of the management of finances. It guarantees efficient cost control, optimum allocation of assets, and financial achievement monitoring. Profitability is increased and sustainable revenue is maintained with the aid of handling finances (Tesone, 2012). Here, managers make sure financial resources are effectively used inside the workplace. 
Here, managers focus on performing the daily activities of a hotel including housekeeping, front desk operation, food and beverage service, security and maintenance. In order to ensure operational efficiency managers, need to perform different activities such as workflow planning, inventory management, and quality control along with monitoring the satisfaction level of guests. By ensuring seamless operational management, the Premier Inn Hotel can ensure sustainable development in the long run. 
In order to sustain itself in the hotel industry, it is necessary for Premier Inn Hotel to develop and maintain good relationships with guests. In order to keep them satisfied the company needs to organise loyalty along with collecting feedback from guests and responding positively to provide a personalised experience (Kempen, 2012). 


	
Element 2 – Hotel reputation


	
In order to keep customers satisfied the Premier Inn hotel, Leicester needs to be consistent enough in terms of offering quality service. While offering different services to the customers the hotel ensures professional interaction along with offering solutions to different problems immediately. The authority tries to identify guests’ expectations regarding services and develop them accordingly. 
Premier Inn has built a solid reputation for being trustworthy, reasonably priced, and dependable. The brand guarantees a restful night's sleep, excellent value, and an enjoyable stay (Buttle et al., 2016). Building customer trust by continually fulfilling the company's promise helps the hotel's image.
In order to keep customers engaged and maintain a positive image in the industry the company needs to focus on its online presence and review. Here, Premier Inn Hotel, Leicester needs to develop its website along with ensuring engagement through different social media channels. Getting positive reviews from booking websites, google reviews and trip Advisor helps the organisation to stay ahead of other competitors. Besides, Premier Inn also needs to concentrate on managing online feedback by engaging customers through different online platforms. 
Organisational reputation highly depends on employee performance inside the organisation. Premier Inn increases employee performance inside the organisation by providing different training along with development opportunities (Starr, 2014). Besides, engaging employees in decision-making helps the organisation to keep employees motivated. It is also effective in terms of spreading positive word of mouth. 
The company needs to focus on environmental sustainability along with social responsibility to create a positive brand image in the industry. By maintaining social responsibility, the organisation demonstrates different environment-friendly practices including energy saving, waste reduction, and community involvement. In that way, Premier Inn would be able to attract environmentally conscious guests in the long run. 


	
Element 3 - Communication 


	
Communication ought to be simple to grasp, brief, and clear. Using simple words and avoiding jargon makes it easier to communicate ideas efficiently and clearly. Open communication lowers the possibility of misunderstandings and fosters improved collaboration and cooperation (Campbell, Martin and Fabos, 2013).
In order to ensure effective communication, the organisation also needs to different factors of nonverbal communication including facial expression, body language, gesture, etc. that plays a major role to convey a particular message as well. Ensuring effective non-verbal communication in the workplace minimise misunderstanding along with creating a welcoming environment for guests. 
In order to ensure proper communication Premier Inn Hotel needs to develop both vertical and horizontal communication inside the workplace. Vertical communication ensures consistent communication among different levels of management along with various teams and employees (Vanita, 2013). Besides, horizontal communication provides facilities to share information to ensure collaboration among all departments inside the organisation.  
Processes regarding communication can be streamlined by using technological solutions, including digital message platforms, internal interaction structures, and administration of project software. Technology makes the speedy exchange of data, teamwork, and distance communication feasible, particularly in big or spread hotel chains (Dr. Rakesh Gupta, 2021). It helps the organisation provide effective services according to the customer’s expectations. 
In order to ensure consistent improvement, it is necessary for Premier Inn to collect feedback from customers at regular intervals. In that way, the organisation can identify different areas of improvement and take necessary accordingly. It also helps the company to be aware of its strengths and weaknesses in the long run. 


	
Element 4 - Staffing 


	
Premier Inn Hotel, Leicester need to develop a recruitment process that helps the company to attract quality applicants in the long run. Here, the company needs to go through some major activities including selecting job requirements, letting applicants know about the vacancy, going through interviews, and background checks (Lee-Ross and Pryce, 2010). 
In order to help employees, adjust to organisational culture along with increasing their skill set, it is necessary to arrange different training and development programs. It is created career opportunities for employees as they develop their skill sets over the years (Cannon, Gustafson and American, 2013). 
For staff satisfaction and loyalty, it's critical to keep up a good and stimulating workplace. A culture of candid discourse, cooperation, and appreciation needs to be promoted at Premier Inn. Efforts to increase staff involvement may include team-building exercises, feedback systems, social gatherings, and recognition programmes.
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