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Introduction of the hotel and the induction day 
[bookmark: _Hlk148368634]Starting my placement at Novotel Reading, I received a warm welcome from staff across departments, including Erika, the HR manager and head of administration. She has been dedicated to be my placement mentor and provided me with a comprehensive orientation of the hotel’s operations focusing on the aspects of the health and safety procedures. The feeling of their immediate readiness of including me as their staff member, along with the seamless communication assured me that I will be a valued part of their team during my placement which will be last until the beginning of December. What came to my mind is the importance of better communication, and the listening skills from my classes. The importance of using it in practice at the workplace, as it has a major influence on the job effectiveness (Experts, 2021, p. 5).  This day had an impact on me to become a better listener, and in this way could improve the quality of the relationship with others, my ability to influence and negotiate with people. 
I experienced mixed emotions on my first day, but I quickly realized that stepping out of my comfort zone is where true growth occurs (Page, 2020). The uncertainties I felt were balanced by the belief in the value of my placement. By the end of the day, my perspective shifted considerably as I recognized tasks from my prior hotel experience
My expectations and primary goals from this placement were to enhance my administrative management skills and applying the knowledge from my studies particularly in communication to improve job effectiveness and support personal growth (Nebel, E, p.167).
The Novotel Reading Central hotel with its hundred seventy-nine room is situated within five minutes of walk from the main train station, and it holds a four-star rating.

Hotel back office and administration and reception recap
During my placement days, I had the opportunity to observe and assist in managing sales ledgers, gaining practical insights into financial operations, where we needed to send invoices to the companies for the service the hotel provided. Checking the aged debtors and managing the communications as well following up with them with Erika’s instructions. Handling the email correspondences and filing them at the end. As soon she explained to me what this is, I realised the importance of keeping the financial information up to date to ensure the hotels smooth operation (Bobrow Burns, 2010, p. 46). I realised something else on that day also.
Something was missing from the communication between the head office and the hotel what I realised, because they did not seem happy that she sent someone from the groups to the debtor company as they crossed the deadline for sending the payments, and she explained this that she kept them notified about all the communication, and deadlines as well reminded them, but no one seemed to come back to her. Doing her job, the best she can, she transferred them to the debt collection company. 
This problem will be in further writing examination but first I will provide an insight into my experiences in different areas.
Sales coordination and reception
I had a chance also to work with the reception, booking and sales team closely during my placement, where I gained insight into the revenue generation of the Novotel. Impressed by the team's communication skills, secured a booking for 80 rooms from the BBC for the Reading festival.
Observing their professional interactions with customers and the hotel's facilities, a valuable lesson came to my mind about the importance of exceptional guest service, understanding customer needs, and providing the right services, including well-equipped conference rooms (Chinunda, 2013, p.97).
 I was genuinely surprised to witness the hotel significant revenue generated by the hotel from the online platforms such as Booking.com when I found myself validating payments on the commission day made to this site. 

 As a receptionist I was checking in and out the guests and handling reservations for the first time, and I perceived the reception very dynamically, unlike other departments of the hotel especially in peak times during check in and out hours. 
Once I learned to prioritise task was able to manage guest flow, and I found myself thriving as well communicating effectively with guest, and colleagues in same time not feeling anymore overwhelmed like at the beginning of my placement. It allowed me to enhance core competencies such as active communication, problem solving and time management which are important skills in the hotel operations. I found the reception for a very good personal growth opportunity, and I’m eager to apply my newfound knowledge in administration and front office management to shape my future career. As for my next day at the reception, a group of six guests arrived before their check in time and they were requesting an early check in. To manage this coordinated with the housekeeping to focus on this room first to prepare so I can check in these guests the soonest possible. Once I’m done this task successfully, I felt satisfied.
Application of Gibbs reflective cycle model
(The University of Edinburgh, 2020)
Description
While observing Erika's handling of a company's late payment by involving debt collection, I reflected on the importance of clear communication and follow-up in professional settings.
Feelings
As I was aware of this incident and seen Erika s reaction, I felt emphatic same as if this happened to me would not feel right as if did something what is my job description and head office should support me with my decisions not to be against. My thoughts went on the importance of the clear communication and following up duties at the time and the importance of the support at workplaces.
Evaluation
While observing this situation admired the strength of Erikas dedication to her role and commitment to keeping up the hotel’s financial stability. Her actions of handling the late payments were backed up with the desire to ensure the hotels financial health. However, in this scenario there was a gap in the communication of two departments as the head office reaction seemed unprepared to this step and it could be brought back to the lack of communication and lack of established protocols in such situations. Interdepartmental communication is crucial to develop clear protocols (Petty, 2023). 


Action plan
Reflecting on my experiences and the earlier problems, I identified key managerial recommendations to enhance hotel operations
Establishing regular team meetings 
Implement monthly cross-department meetings to align goals, share vital information, and enhance collaboration, improving communication and ensuring cohesive work towards common objectives (Nawaz, 2021)
Encourage open communication during meetings to foster collaboration and team spirit
Providing a cross training to the employees 
Implementing cross-training between the head office and administration promotes teamwork, enhances communication, and streamlines operations, improving overall efficiency (Birnberg, 1998, p. 45). It's crucial to ensure structured training, active participation, and ongoing review for continued success.
Developing clear protocols 
Create a comprehensive protocol document outlining the steps for addressing late payments and debt collection (Beach , 2019).
Establish a communication plan to inform all relevant departments about the new protocols and provide ongoing support for implementation.
Ensure all employees are trained on these protocols through a mandatory training session 

Missed opportunity 
One notable missed opportunity during my Novotel placement was not actively participating in sustainability initiatives due to it being moved to another Accor hotel, highlighting the importance of environmental responsibility, a key aspect I aim to explore further as a student. 
The hotel had embarked on a series of eco-friendly projects, and I wish I had taken a more active role in contributing to these efforts. This serves as a reminder of the importance of environmental responsibility in the hospitality industry, and I am determined to be more proactive in such activities in the future (Kassim, 2023).  

Conclusion
Looking ahead, my Novotel placement promises valuable practical experiences, showcasing my ability to strategize and address challenges as a student,  I can also recognise a significance of the journey ahead while becoming much better at my job. Although this journey taught me a lot, I am appreciative of the fact that I need to continue learning and growing to achieve my goal of becoming an effective manager.
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