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Introduction 

Worldwide we have the hotel industrial which provide amazing hospitality to travellers the aims of this report however are to identity the importance of front office operation in hotel showing the front office manager front office desk agents night auditor within this organisation also describing their priorities and abilities.

Importance of Front Office Operation 	Comment by Patricia Beckford: Discuss briefly forecasting, budgting, bit of reports of different departments like housekeeping. Talk about room rates, room types etc.
[bookmark: _Hlk24718823]The importance of front office operation in hotel. The front office is one of the most important roles in the hotel its s the first sector that give assistance to customers it is therefore important that workers are train to a high degree in costumers service. It can be said that front office operation is the top section of the hotel the front office operation has the responsibility for the hotel policies for examples if a customer is smoking and there is a no smoking policies it is clear for the front office  department to show the customers the hotel policies. The trend is therefore for this department to be efficient in checking in and out. And to give customers service quality for examples: Maintaining inventories, it is said that the first impression is important as this department is professional and friendly. (Sudhir Andrews,.2013)
Front office is responsible for registering guest, receive and update guest folios check out and listing arrivals. The role of the front office is one of importance its ambience sets the tone for the hotel. (Dennis L. Foster, 2009). 
It is therefore important for the front office to give guest good impressions of hospitality and to promoting the hotel and to make the environment safe and welcoming it is important for the front office department to be effective in making guest experience a pleasant stay.
Next importance for this role it’s to have good communications skills for example, in greeting customers also in policies and processes also problem solving should a guest have a problem. Also, their role would be to promoting sales to guests. On the services the hotel provides. As a next importance role of front office department need to communicate with other departments for example, housekeeping about rooms to ensure guest are happy and are enjoying their stay. It is a must that this department is confident and is an active listening and giving attentions to their guests. (Such as, Room cast, Average daily rate)
In this role understanding the use of a computers system is importance for the propose of payment and reservations according to ( Peter Aboutt, Sue Lewry,.1991)


Part 2
Front office manager	Comment by Patricia Beckford: References please????
The front office manager confers regularly with the marketing department for update on special groups reservations. The manager keeps close communications with the housekeeping department about rooms and check regularly with the accounting department for information’s about special billing they prepare written reports on the activities add progress of the front office for review.
Therefore, it is the responsibility of the front office manager to structure the goals of the hotel and most important. All decision making within the hotel, this also include organised and lead the front office staff.(Sue Baker Teremy Huyton Pam Bradley,.2000)
The Front office manager can say they have influence to move staff from department to department within the hotel to meet the needs of the hotel for example:
The front office manager will at times work with other departments such as advertising they will need to know and analyse available sells.
The role of front office manager it is enormous with great communication skills for example:
Reviewing final draft of the night audit for financial details, knowing their guest and the operations of the employee their hold the key to great communications to develop the hotel. This  office engage with other department within the hotel like marketing, food and beverage and others for great hospitality and guest service so the purpose of the front office manager is administrative the front office desk and guest room revenue also this role hold the authority for staff disciplinary according to the author concept of front office management said the main function of the front office is to support and facilitate guest.( B.K Chakrauati,. 2008)






Night auditor
This part of the report will be looking at importance of the night auditor. In this analyse the duties of the night auditor within the hotel it could argued the importance of front office financial record as it need to be kept up to date by night auditor. We can say that the role of the night auditor is accounting and taking control of transitions and guest credit. There will pay attentions to room occupancy also to reviewed activities for examples the accounting for the day their also hold the role of the front desk workers. There have the responsibilities to make reports on accounts data.
However, bearing in mind their need to manage the hotel data of accounts the front office desk, cashier and the night auditor work as a team. There are in charge at night for examples there is an issue with a guest the night auditor will respond with emergency. So, in analyses   the night auditor it provides a report on the hotel reservations it is a key to success for the hotel. It is a crucial role and a very important one. With this duty their need to be passion and concentration because the reports that is done. The night auditor would be useful for the service within the hotel
Night auditors have a dual role, first they must perform the duties of a front desk at night and they have an important book-keeping function to perform. The importance of the night audit is to give the accurate revenue of the account balance for the hotel I would like to say that the night audit is an essential role in the hotel. (Bardi,James A,.1947)
Shift run from 11:00 pm to 7:00 am, they audit the previous day transactions the night auditor calculates the total money owed to the hotel.
CONCLUSION
The hotel industrial is demanding and we need to ensure guest receive satisfaction and this is of a importance that employee receive training for each role of front office therefore guest will be happy with services looking at the industrial of the hotel it is to provide appropriate hospitality to visitors so therefore will endeavour to meet the requirement of the guest as front office operation have a duty of care and safety for travellers amazing I will indeed cherish the lesson I have learned in this study the knowledge it as given me in the insight of the importance of the front office operation in hotel after this study realizing the importance of front office it appear in analysed each office and role as a part to play with professional care with the guest it would be impossible for any hotel to run a operation without the role of the front office front office manager front office desk agents and the night auditor and this is just a few of the operational duties within the hotel in reaching my conclusion I efficiently realise that operation in hotel need to communicate with each other for the flourishing of the hotel and to attract their guest therefore however I have seen the services for guest are facilities along side benefits also in conclusion I understand we need to know the requirements of our guest the importance of front office operation is delivery of good hospitality and observations in all areas of the hotel for guests safety in this the hotel will be making guest happy we need to have a desire to serve and to go beyond hospitality to receive the guest the hotel industrial is challenging so therefore need to have specific plans in place such as front office an efficient role in this operation also in my conclusion see that we do need to create a good impression and an professionally role to make a difference to our guest showing a good performance in the role of the front office bearing in mind this will be teamwork by employers benefiting the guest  and this will have great impact on the hotel that reflect positivity I do think on going training will need to be asset from time to time  
is L. Foster 2009. Front office operations and administration
James A. Bardi 2007. Hotel front office management 
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