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[bookmark: _Hlk137391791][bookmark: _Hlk137415079]Let’s have look on effective skill for provide good front office in a hotel. This person known as hotel receptionist. Him man’s workplace is on the reception area of the hotel. Importance of this role is welcoming guests, make reservation of room, check- in and check – out and much more facilities. Let’s look more details of roles of skill need for front desk positions on hotel. 

Work on front desk in hotel is very important role on the hotel.  Usually is come first contact with guest, welcome them in the hotel, check into their hotel rooms. Include help with parking guest vehicle for during their stay on hotel. Arrange any special wish or help of the guest on time in stay in the hotel. Guest with question come on the front desk to find information.  Receptionists need to be able to answer questions about hotel, local area, where to go for dinner, in the supermarket, pharmacy. Information’s about local evens, attractions, or directions. That all is big helpful information for the guests on the hotel. That why is important for good skills. Even if on reception no guest on the moment there have hotel front desk duties what keep them busy. 

Front office desk is full of important operations and responsibility. Helpful way for manage all is checklist of task for every day, week, month of year. 
 
Key of responsibility front office desk in a hotel. Communication face to face with guests, answer phones and respond for emails.  Check in and check out of guest, take deposit, or take payment transactions, directing guests parking. Check housekeepers’ team if room is clean, ready for guest or manage drop off extra pillows, towels or other. Manage booking for future reservations. Communication with future guest and make reservations.  Prepare key cards for hotel room and check in pack info. Have information about local events and interested attractions around. But need to know how to deal with guest inquiries and how to answer to complaints. Look on provide good service of baggage storage and check in and out. Keep lobby, look on entrance area stay tidy and clean, good represent hotel.
More hotels respect from people to understand of importance guest satisfaction. For example, good development on skills important for front office desk. Start with communication, need have strong communications skills. For good discus and solve problem, directions, or good introductions of expectation of stay. Need have some technical skills, know how to just computer, phone, and all technology around. Helpful id good organisations skills, good teamwork good collaborate the colleagues and management. Have patience to handling problem, challenge, high pressure situations. Have good adaptability all need for this position on the hotel. 

Front office desk has typical hotel duty and list of skills   for this profession need. 
On this place come first contact with guest. Start with welcome, meet point of communication and serves of the guest on hotel. Receptionist duties on hotel maybe depend on size, scope, and responsibility of the hotel. Receptionists must provide guest with information about him stay. Explaining, show room and   what in hotel providing, like bar, restaurant, wellness spa, gym, or swimming pool.  information about time what time their open and close. Talk about facility and answer any question during guests stay on hotel. Also provide service and products depend on the location of hotel. This position on front desk is important place for communication with potential guest on phone or email communication. Help them with booking, information about hotel, availability, and charge of services. Receptionist is first important role is there for guest. Help them planning their stay, give them information, let them know organisation activity on hotel and around. Be helpful manage some emergency incidents and help them to fix problem. Fine way handle complaints, explain issues on hotel. Have to know how to talk with guest on each situation to be ready for everything save some good answer and know how to fix. Big helpful is receptionist with good organisational skill and pay attention on details to make their guest happy. Try to provide best guest service skill for guests of hotel. Have positive attitude, good communication skill but need to be good listening too. Have empathy with guest, patience and need build professional trust of guest. Front desk work is hard but nice. Need lots of skill and know duty but that all is no just for the guest. He still need have good connections, communication with him team. Importance of team work is representation all hotel is one big team.

Good front desk staff after all need to stay excellent social competence, good sense of humour.
“Smile and wave, hoteliers” 
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Component Two:
Contribution to Overall Module Assessment: 25%
In this scenario – It is your first day as a front desk associate and your manager has phoned in sick. Create an action plan and answer the following questions.

	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?


	
I will look on  plan of staff  for day try to cover all

	Make sure everyone know there role 
	I will keep my plan but I will listen some idea of team discus about effect 
	Is good to know members of  team and there skills for make them good combinations for future scenario 

	
On start shift I will make quick meeting with all team

	For smoothly run for some emergency situation be ready with plan B
	Be open for new ideas and do compromise
	Importance of combinations of team

	
Let them know about manager is sick and we need to work together for good represent hotel and bring good service

	
	
	

	
I will tall them my plan and listen their idea.

	
	
	

	
	
	
	



Component Three:
Contribution to Overall Module Assessment: 50% (1000 words  +/- 10%)
Writing in essay format - Describe the key elements that are required when considering these four elements of hotel operations:

	
Element 1 – Property Management Systems (PMS)


	
We start talking about most the important software which is us on hospitality industry. This is big technology help with organisation, control, operations. System for activities on the hotel or other from day to day on all hotel industry. Staff on hospitality industry use this software for daily operations is back-office software. Is fully use for many actions on hospitality. Their can make reservations for guest, check in or check out, customers services  pre and post stay on hospitality. Check availability, housekeeping, find price, connections with team, make analyse or report and much more. Functions of system property management system is use for control dashboard, reservation calendar, channel management, report, guest management, housekeeping management, market place or open, online booking engine and payment process, management revenue.

Important is find that right property management system for your hospitality. You have choice from lots of variants, Solution ranging of variable support and functionality. That is helpful on time when you try to choose best options of softer property management systems. We hope  this information will be helpful for good choice for your hospitality.

Choice right property management systems is come from variable preference and characteristic of your hospitality. Just for example say same name like Highest HT score,  Cloud beds, think Reservations, HOTELTIME and much more choice best for your hospitality.






	
Element 2 – Hotel reputation


	
Reputation of hotel is all about review. We need to monitor online sites of influencers how their recommend hotel. Keep be active posting, he engages on social media. We live life where is strong power of reputation online. That why is very important be active for your business. Let’s look on examples tips for keep effective reputation of your hotel. On fist place is keep active on social media, visually of your brand and voice direct you do followers. Also, can just for make relationships with future guests. Show what our property brings to guest relax, health, safe stay. Show way of your guest stay on your hotel. Post new updates about your hotel, to make guest more interested. Come to real time make your guest engage with you.  Build brand loyalty, relationships. Try to make your guest your members on your hospitality. Try make more reply to the comments, by active no hospitality net, give available live chat on your website for your guest be more connect with them. Keep your website important part optimize search.  Keep authority target Discoverability make some logical on page for easy to find subject. Look on relevance decide terms and optimize keyword and particular term. Use online reviews on garner. Now around ninety percent people look on review for choice hotel book then look after your reviews active. Ask your guest from review from their stay and ask your staff for some reviews but no overstep. And no ignore your negative reviews but give them feedback and show them importance for your improving, for your work on to be better. Try to focusing on digital marketing, their useful marketing strategy  what can help to your economic improve. Keep active. 





	
Element 3 - Communication 


	

Might see hospitality moving to provide digital experience guest. Is maybe look being no more important essential point for attention but no. But truth is now communication more crucial more then before even is larger scale. Now you need to provide good communication not just on hotel but even provide effective communication on online channels and create good experience for guests. But importance is no just communication with your guest but with all team with all staff members on hotel. For this communication is useful communication channels for hotel team. That helpful to bring good experience for your guests. Communication is effective in hospitality. Need to keep all team engage and more connect. That bring better result for your business. Be fast and find better way to solve problems. Keep eyes on encourage information directions of both ways. Growth constant of facility employees and management on both side. Workplaces have more types of communications like verbal and nonverbal communication. Difference of use word or just show some symbols or mimic of face or with hands, know like body language or much more like tone of voice or eyes contact or face expression important to get your point. There is other type formal and informal communication is there is important with who you talk more with people form outside hotel. Informal is between staff like example. And last type of communication is horizontal and vertical . Their tall between same  hierarchical level and vertical is two way communication. By the communications is use full writing or visuals communication. Write you can letter, message, email, notes. But for visual communication you use images, video, graphs, some visual messages. You can communication to many way you need to choice write one for the moment. 




	
Element 4 - Staffing 


	
	Staffing is process to find good employees for your company. 
Select and develop work relationship with future staff. Important role is found and choice to right candidates for the roles where you need them. Is make by special company or depart depends on level staff processing. Hiring ideal candidates for the organization. This is one of most important functions of management. Involve process to fit right person on right time on right job position. Is very important person get right position. That can help organisation achieves goals. 
Importance of staff to help efficient of performance with functions. Make resource and use technology effectively for company. Make human resource of optimum spent. Importance of human capital development and motivation of resource. That use to for build higher morale. Importance of staffing is keeping turnover check. Expand company with new talent people for good steady. With good talent staff can company good growth.
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