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A REPORT ON THE COMMUNICATION BETWEEN THE FRONT OFFICE AND OTHER DEPARTMENTS IN A HOTEL AND HOW IT AFFECTS THEIR SMOOTH OPERATION.
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Overview
The evaluative report analyze how the communication between the front office and the other departments in the hotel lead to execution of operations successfully. Comparison of the definition of communication in general terms and its meaning to a front desk department was also justified. Also, the report analyze the front desk functions and roles in the communication triangle. It elaborate on the direction or flow of communication and landed in the common problems and recommendations for fixing a communication gap within the hotel business.

























Introduction 
The front office of a hotel is like a skeleton with a lot of moving parts. Looking at them from this angle, they are attending to an incoming guest, and on the other, they are handing requests made by an existing guest to the necessary departments in the hotel. They are the focal point of most hotels where communication flows. In this report, I will be looking at how they operate with other departments to meet the hotel goals. The relevant communication gap they fill and the ones they still battle with at the front office.
Wisdom (2018), believes the front office is one big clearinghouse for communication activities in a hotel. Therefore, it serves as the hub of information for interdepartmental communications between the front office and among other departments. Kandampully and Suhartanto (2015), is of the opinion that the departments work together in the hotel to achieve a common goal, and the front desk is at the center of it all. They achieve success through mutual understanding to ensure a smooth flow of operations in the hotel.
Kandampully and Suhartanto (2015), also postulate that the intersection between the front office and other departments can make or mar a guest experience in the hotel. It believes that despite the fact that it is the front office job is to communicate with each department in the hotel, it should go beyond that to communicating with individuals, peers, colleagues, and subordinates. Shin, Perdue and Kang (2019), stated that the idea that the front office is the only department that sets the stage for a pleasant and unpleasant evening with its guests depending on how it communicates with other departments.
Defining other departments in a hotel and communication function and duties of the front office to them.
Several departments exist before a hotel can become fully functional. And depending on the size of the hotel, it might need about 5-9 department running point from time to time on various activities that go on in the hotel. Such departments, as the marketing and sales department, security, maintenance, housekeeping, is usually a strong standpoint in the majority of hotels. Others like food and beverages, banquets, and controllers are often not a strong standpoint for any hotel to have, as most hotels can operate without them. However, the more the departments, the easier the job gets.
The housekeeping department
Shin, Perdue and Kang (2019), observed that the primary communication between the front office and the housekeeping department is mainly on room statuses. What is available and isn't, what rooms get occupied, the amount of time needed to finish cleaning up a room, and what rooms are not available for the foreseeable future due to maintenance, repair, and much more. At the end of the day, a report gets drawn that aligns the activities of both parties.

Maintenance department and the Security department
Wisdom (2018), stresses that the security department is always available in a hotel in case of emergencies as a form of safety measure. They carry out a routine investigation concerning security lapses and fire safety measures. Kandampully and Suhartanto (2015), stressed that the maintenance department services all the equipment in the hotel and ensures they all run smoothly with the information from the front desk. In the case of an emergency or a sudden breakdown of any equipment, they are usually the first people to call
The accounting department
The communication function of the hotel front office with its accounting department rests on the balancing the books. The night auditor audits the account for the number of rooms given out, the various categories, and the total amount of all rooms, according to Rutherford (1985). The accountant might often ask questions like, how many rooms are currently occupied.

The marketing and sales department
The marketing and sales department is a section of the hotel that lays the golden egg. Therefore, they need lots of information to work with from the front desk office; that's according to (Patah et al., 2019). A look at the schedule provided by the front desk for the availability of rooms within a specific period and get updates whenever each one is taken or was recently declared vacant. They run a market analysis based on the survey or information given on the front desk for guests to fill before and after their stay in the hotel 
The food and beverage department.
This department addresses the various menus and meal plan guests might have in mind during their stay in the hotel - that is, if they don't have one. They are also in charge of the restaurant in the hotel, and the types of meals served there. They provide room service and banquet services at events in the hotel, as well. The transportation department, handles the going in and out of the guest from the hotel to other places of interest before their departure. They communicate with the front office to get the details of guests and go ahead to pick them to the hotel even when they depart.


Type of interdepartmental communication structure
Hotels run a formal and informal means of communication, which is, according to Gupta (2015). The formal means of communication might involve telephone calls, memos, letters, or reports. The informal means of communication might involve but not limited to word of mouth, chats, and messages, pings, and much more.
Because communication follows vertically and horizontally within departments, it is easier for front office staff to communicate with other department staff. For example, a conversation between the front office manager and the marketing manager would seem like a horizontal way of communication. While that of the front desk manager to a member of its staff to provide pieces of information required by the marketing department would mean a vertical means of communication. The same scenario happens when subordinates of both departments communicate with each other.

Possible communication breakdown between the front office and other departments
Communication breakdown does happen between the front office and other departments a lot. However, most times, the damage it does is ruin the experience of guests in the hotel, which can, in turn, result in slander and bad word of mouth marketing of the hotel. Frequent communication breakdown is the maintenance department not fixing a guest malfunctioning equipment because of other engagements elsewhere. It can also be the housekeeping department taking too long to clean the rooms that need urgent attention. When there are a number of guests asking for rooms, and available rooms not yet ready for use, it calls the housekeeping to question. Sometimes miscommunication can come between departments as a result of one having an assumption, speaking too fast, hastily arriving at a conclusion without thorough information (Patah et al., 2019).

Conclusion
Communication stands for healthy interaction between two people either through writing, speech, signs, or coded messages. The primary focus is to get the other person to understand what you are doing so that communication can be complete. It is through communication that operations are run in most organizations. A breakdown in communication would lead to a lot of disservice. This same theory holds for front office and other departments within the hospitality industry.  





Recommendations
Following the evaluation of the communication between the front office and other the department in a hotel, it is clear to state that every hotel needs certain things to function effectively together. For example:
Having clearly defined roles
When roles begin to overlap in a hotel they create a gap that becomes too huge to fill. In the end, the customer experience gets ruined while the blame game continues. An instance would be where a housekeeping staff takes up the role of room delivery. A case of miscommunication can find them delivering meals or request to the wrong room number and after that pay for it.
Have trained staff
It is recommended that hotels employ trained staff who understand the importance of communication flow and the appropriate department for each request. The front desk is in a delicate position and a cynosure of the eyes of the hotel. They cannot afford to employ staff who doesn't pay attention to detail. If the other department relies on the front office for detailed information, the front desk should depend on their team to relay information accurately to the right department.
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