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In this assignment, the brief about the role of the front office is discussed, agencies deal with all aspects of the business of the hospitality sector, including the delivery of regular guest meetings. The Front Office is the centre point of workplace of the residence. It can best be displayed as in front of the dormitory office near the anteroom and the entrance to the living space. As this section surrounds the basement of the residence and is visible to visitors, assistants and visitors, it is all referred to as the "Front Office".
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Bookkeeping system, including fees for subscribers and non-subscribers. Registered guest accounts, which are also important in the accommodation sector. It has been ordered cases are important to show the deterioration of cases when a visitor asks for a bill. Cost management is accessible 24 hours daily at the guesthouse. Alternatively, because visitors may need to pay for their records at any time during the day, the accounts must be current and consistent. Keeping this information organized is a high priority the need for a good former office for managers (Bardi 2021).
The Front Office consists of Reception, Guest Service Office, Bell Services, Reservation, Operators, Executive Club, Welfare and Recreation, and Business Center. The purpose of the Front Office is to provide visitor assistance with luggage, transportation, details regarding residential and urban areas, and any course of action required during their stay. The Department of the Tenth Office gives our guests a first and last view of the accommodation. It is therefore important that staff members demonstrate a quick and responsible situation for all guests and show the greatness of the service (Mankame, 2021).
It usually has the longest communication of all guests. Guests; remember names, guest histories. Get acquainted (gain, obtain) with present-day visitors. Sell ​​restaurants and restaurants. Upselling: Lift fancy again suits. Smooth with unwanted guests. With increasing movement step by step, whether intended for business, entertainment, or other meaning, there is a growing growth of hotels — large and small. At the same time, there is a need for people to work in hotels. From now on there is interest in people who are ready to do the basic functions of the front office of the hotel, well (Nguyen, 2019).
The term “Front Office” is used for visitors around the world and refers to representatives who work directly with visitors and often as a key teaching aid. 
· FO classification can be important in rooms. The division office also has various regions with the power to meet, booking, guest relations, employee, switchboard, chime management, etc. It does not matter what the size of the hotel or what type it is, whether or not it is part of those offices added or not (Bardi 2021).
· FO is still regarded as a clear and important distinguishing data center for two guests and representatives throughout the inn.
· Traditionally, workplace employees have been exposed as it responds basically by looking at guests here, and doing and hosting booking and guest accounts, texting and maintaining contact with guests, assisting guests and arranging accommodation administrators, direct sending charges on guest pages and collecting installments, and much more commitment service (Mankame, 2021).
· The quality and nature of FO activities go from one place to another depending on the level of communication and integration between FO staff and visitors, both before and during the visitation process.
· Like FO deployment can be more efficient, splitting FO power depends on that as well where done can provide a clear description of FO's activities, which means it will refer to the rest of this page (Nguyen, 2019).
Duties and Responsibilities of the Front Office:
· Welcome customers and set up a good office space
· Take a call, take messages, and forward calls to appropriate work locations.
· Put together notes and records; update where necessary
· Create and keep up to date with updated reports and archive pages
· Direct the editing and distribution of a nearby post
· Edit active mail (envelopes, bundles, etc.)
· Work computer hardware, such as scanner, printers, and so on
· Combine accounting and issue applications/checks
· Record meeting minutes and transcripts
· Make a stock of office supplies and ask for what is needed (Bardi 2021).
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This assessment revolves around the status of a workplace representative, formerly called an assistant or specialist in guest management, compared to various positions, for example, ringer staff, call manager, or FO master status. First and foremost, the power of the FO can be divided into in-house activities such as handling booking requests, collecting and providing registration information, or paying for guest expenses, and return- household chores, for example, managing guest accounts, checking rates, or arranging guest visits debts and reports. Otherwise, the power of the FO can be combined into the various categories of guest accommodation include previous appearance, appearance, stay, and departure, as presented similarly as a reference guest Cycle. The Front Office is one of the largest offices in the tourist industry. The Front Office Department is divided into several categories such as Reception, Reservation, Guest Relation Officer, Telephone Administrator, and Concierge. Each component plays an important role in the Department of the Former Office.
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