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Hotel Administration and Front Office


Reflecting on Key Skills for Hotel Front Office Management
Introduction
My journal is about reflecting on my experiences and development in light of what I've learnt about the most crucial hotel front office skills. For this reflection, I'll use Gibbs' Reflective Cycle to organise and develop conclusions. Gibbs's framework lets me examine my experiences as a hotel front desk clerk and apply them to hospitality sector.
Description
Working in a hotel's front desk requires for a diverse skill set. Interactions with guests rely heavily on straightforward expression of information and attentive listening. Customer service that goes above and above, both in terms of anticipating and addressing visitor demands, is crucial to maintaining happy customers. In the face of a wide range of front desk issues, the ability to think quickly and creatively is essential. Effective time management guarantees that the most important tasks are completed first, even at high-volume times like check-in and check-out. Accurate record-keeping, efficient processing of reservations, and quick access to guest information are the cornerstones of a well-run hotel front desk (Solnet et al., 2015).
Feelings
In retrospect, I realise that my time spent working at hotel front desks has helped me hone the fundamental abilities necessary for this position. I've felt the strain of addressing guests' inquiries and the gratification of communicating well. Dealing with fussy customers was difficult, but exceeding their expectations was rewarding. Unexpected events required innovative problem-solving, which initially overwhelmed but ultimately empowered and competent. Time management has been crucial during hectic periods, and prioritising work has been satisfying. Finally, your meticulous structure allows you to swiftly and confidently retrieve visitor information. My time working in the hotel's front desk has taught me the value of these abilities and the satisfaction it brings when they are put to good use, both for the hotel and the individual.
Evaluation
Working in the hotel front desk has provided me with a wide range of experiences, enjoyable and challenging, which have enabled me develop these basic skills. Effective communication with guests led to positive experiences, but obstacles to language taxed my patience. Despite diplomatic challenges with disgruntled guests, excellent customer service delivered great delight. Problem-solving involves high-stakes decisions like resolving unanticipated room issues. Effective time management made peak periods more bearable. Even if disarray caused frustration, the ability to stay on top of things was vital. These many contexts show how adaptable these abilities are and how they contribute to individual development (Bharwani & Jauhari, 2017).
Analysis
Working in the front office of a hotel taught me the value of these abilities and reinforced their worth to me as a career option. As I've learned, strong communication skills are the basis of not only positive visitor experiences but also customer loyalty. In addition, they help people communicate across language and cultural barriers, which is consistent with the cross-cultural communication theory I've been studying in class. The theory of relationship marketing, a major concept in the business that emphasises the value of creating long-term guest connections, is supported by the example of customer service, which transforms an angry guest into a delighted one.
Problem solving often performed under strain, benefits from my crisis management skills. Effective time management applies to operational efficiency, where peak hours require the most resources. The profession values data-driven judgements, and sometimes disorganisation emphasises the need for accurate record-keeping. In conclusion, my experiences have corroborated the theoretical notions taught in my course, demonstrating the practical usefulness of these skills in hotel front desk operations and customer satisfaction (Mooney et al., 2016).
Conclusion
As I reflect on my time at the hotel front desk, I can identify areas where I could have better used these skills. Communication, especially language gaps, may have been improved with nonverbal clues and visual aids. Customer service may have avoided problems by anticipating and preempting visitor needs. Time management schedules and structured problem-solving and backup plans could have reduced stress during emergencies and enhanced productivity during peak hours. Organisational digital record-keeping could have prevented data loss. These reflections help us improve our visitor service.
Action Plan
I have a plan to employ my new skills at the hotel front desk. I want to attend language classes to better interact with my diverse guests. As a customer service agent, I will constantly exceed client expectations. I prepare backup plans for common situations to solve challenges. I want to priorities and stick to my timetable at busy times. I'll keep all my records digitally to be organized. I want to improve and provide great hotel service, and this plan will help.
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