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Introduction 
The administrative operations of Belvilla Crewe City Centre Hotel have been organised by evaluating various planning and organising procedures (booking.com, 2024). They have divided each role according to the expertise of employees and implemented front office, back office, human resource management as well as finance management. The hotel has made its process more streamlined by aligning employees to the mission and vision of the company. By indulging myself in the front office department as a guest service manager and assistant manager, I have gained experience in various managerial responsibilities. Working with other employees and clients has helped me examine my abilities to provide better customer service in the business. 


Discussion
As a guest service manager, I was in charge of different kinds of managerial responsibilities at the Belvilla Crewe Hotel. To describe my experience according to Schon's model of reflection, I was able to provide excellent services to the customers through my effective communication skills and problem-solving skills. This has led to enhancing customer experience while I was supervising the department. In the reflection-in-action stage, I was able to analyse and create an environment where guests feel welcomed with my effective communication skills. It has also helped to build a strong relationship with other employees and establish a positive work environment (ASET, 2017). However, my lack of time management skills has led to potential disruptions in the system. I utilised my problem-solving skills when I was in charge of registering their place of arrival and departure and evaluated strategies for streamlining the whole procedure. Taking advantage of digital technology, I have made the process easier which has helped the company in managing an ample number of guests at a time. With my IT skills, I have successfully mitigated a situation caused by the physical way of scheduling the visitors. It has helped the hotel to offer customers their services in the allotted time which enhanced the overall guest experience. I searched for email addresses of previous customers to send Christmas party invitations as well as contacted guests for more email addresses. I also indulged myself in creating menu plans for future events with effective market research skills. I was able to identify the current trends and demands of the customers and evaluated strategies to align with the standards (Bardi, 2010). By including new cuisines on the menu while preparing breakfast, I was capable of offering customers excellent and unique services which improved the image of the hotel. I shadowed my supervisor in client meetings to learn how she handles clients according to different events in the hotel. While I was in charge of housekeeping, I started applying new techniques regarding cleaning the room which has helped the other staff to be prepared for the next day to complete duties. My supervisor and colleagues appreciated me for the efforts which helped to build my confidence. 
In my academic journey, I have understood the value of teamwork and communication skills which has helped me in my role as a guest manager at Belvilla Crewe Hotel. In the reflection-in-action stage, I have identified the need to change my behaviour in adapting various skill sets. Therefore, I have indulged myself in personal development practices which have assisted me in an effective way while working as a guest manager (Johnston et al., 2012). Strong teamwork ethics have allowed me to manage several tasks more easily which has enhanced my overall performance as a professional. This has led to enhancing guest experience in the hotel while working as a guest manager. I was always a person with great communication skills which has helped me to converse with my teammates in an effective way (Fallon and Rutherford, 2010). Adapting great communication skills has assisted me in talking with my seniors as well which has helped me clear many doubts in my academic year. In the reflection-on-action stage, while I was in charge of various guest operations in the business, my effective communication skills helped me to converse with guests coming from different places. This has allowed me to offer excellent guest experience and establish a positive image as a professional. 
Work-based skills are crucial for both organisations and employees as these factors provide employees with the opportunity to become more valuable assets of the company in hotel administration. The skill sets help employees to improve the efficiency of the organisation and their workplace performance. It also provides employees with the opportunity to develop technical and soft skills that are essential to achieving success in their careers. Technological knowledge plays a significant role in hotel administration as it improves efficiency, enhances customer experience as well as reduces costs. Technical skills help hotels effectively manage their collection of resources and provide the chance to optimise various operational practices. In the era of digitalisation, hotels have adapted technological advancements to have better access to information and improve overall service procedures (Hagg, 2013). While I was working as a guest manager in the hotel, my technological knowledge helped mitigate potential disasters. By mismanagement during reservation, some guests were appointed in the same room which created chaos in the hotel management. I was helpful enough to solve the problem in a few hours which boosted my confidence and encouraged me to work better. My supervisor helped me to learn about the booking systems which will be beneficial in the future in my professional career. I adapted the skills of changing prices in booking systems according to season as well as the method of printing invoices. I also indulged myself in curating an online form where guests needed to put their health issues. I added allergens folder in the dinner menu for every item we offer to the guests. This has helped the company to increase customer experience and improve overall performance. With my effective communication skills, I was able to ensure the guests with assurance and gained their confidence. I took my time and resolved the problem with a calm mind. With effective communication skills and problem-solving skills, I was capable of handling a disruptive situation in the hotel in an effective way. The hotel offers a buffet breakfast system for the guests to enhance their experience of spending time there. I was in charge of many duties in the front office as well as the restaurant sector which created a stressful situation for me. With my problem-solving skills, I was able to handle my duties in an effective way and gained the confidence to work better in future in the hotel industry. With the help of my supervisor and a supportive team, I felt recognised as a working professional in the hotel. by shadowing my housekeeping manager, I was able to learn a variety of essential details related to hospitality management. I was also able to handle negative comments such as stolen money from a room of a guest. I listened to his complaints with a calm mind and explained to him the hotel policies about not being responsible for such incidents. Later, I was appointed to a reception job in the hotel where I was in charge of managing guests and solving quarries. I shadowed my supervisors and learned a lot about hotel management systems which has encouraged me to continue this job in future as a permanent employee. 
In the final stage of reflection according to Schon’s model, I have identified issues in the organisational structure of the company. The organisation was unable to deliver effective services to the customers which led to an increasing number of guest complaints in the hotel. In my time managing the housekeeping services, guests objected to water leaking from the ceiling and noise from other rooms. Despite solving the issues, the hotel system prioritised another aspect which impacted on overall guest experience. While overviewing various services in an administrative role, the main issue of the organisation was a lack of maintenance in cost management (Casado, 2012). Despite their excellent strategies and vision, the company is not able to manage its cost structure which leads to disruption in administrative services. This has negatively impacted operational services and decreased customer experience. Without a proper vision of an effective cost structure, the hotel has not been able to distribute capital in the areas of improvement (QAA, 2018). This has led to disruption in the services and affected the overall performance of the organisation. Resource-based theory will be the ideal solution to mitigate the problem as it helps to utilise the resources effectively by measuring the cost structure of a company. It will help the company to identify the valuable resources and evaluate cost structure to take advantage of the beneficial services. It will help the company to indulge new innovations in the company and provide better customer service. 


Conclusion and Action Plan 
The following assignment has discussed different aspects of my personal development. In this modern era, effective personal development approaches have helped mot maintain my relevance among the competitors. The administrative operation of Belvilla Modern Crewe City Centre Lifestyle Hotel has provided several benefits to the company. Schon’s reflective model is very crucial for reflecting my overall experience in the hotel as a guest service manager and assistant manager. I have analysed that communication has a significant importance in building a successful career in the hotel industry. Also, my efficiency in IT skills has also helped me to maintain the quality of my overall performance. Problem-solving skills have the ability to overcome difficult situations effectively, which has helped me to boost my confidence. Identifying the potential skill gaps has a crucial impact in improving the overall performance. Maintaining continuous improvements in the skills helps to maintain competitive relevance in the hotel industry. 
Action Plan
Areas For Improvement
· Time Management - To improve my time management skills, I will create a schedule and will try to follow that throughout the day. I will also read books regarding time management, which will also help me for improvement  (Wells, 2024) . The resources required are books and online courses and will take around 2 months.
· Team Management - To enhance my team management skills, I will enrol myself in online seminars. I will also watch online videos, which will be very effective in improving my skills  (Rozentals, 2023) . The resources required are books, online seminars, YouTube videos. The time required is 4 months.
· Communication - In the process of improving communication, I will read books and journals daily and will also enrol myself in online courses  (Brower, 2023) . I will need 2 months to improve it, and I will use as resources books, journals and online courses.
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