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Key skills required to work on the hotel's front desk
Hotel management skills are an essential part of employability that an employee needs to uphold in his job portfolio to add extra curriculum to his resume. Some important skills that need to be developed by an employee are.
Communication
Front receptionists must be developed excellent interpersonal communication skills (Ali et al., 2020). They have to handle the inbound calls and greeting with the customers where fluent communication skills are so expected.
Technical 
Front receptionists have to manage data in computers so technical skills regarding computers are essential for an employee to learn.
Organization
Organizational skills need to be developed in an employee to work at the front desk. He has to play different tasks in his role.
Problem-solving
Students must know about the knowledge and problem-solving techniques that can positively respond to customers in their problems (Haver et al., 2019).
Teamwork
Receptionists work with their people in the same domain which is called teamwork. Collaborative work and management skills are required to work in a team.
Personal reflections:
I had work experience at Marriott as a front receptionist for 2 years. Overall I had a great experience during my work there. Being one of the best hospitality service management, Marriott has to welcome huge numbers of customers. Consequently, I had to work there with lots of work pressures and perform responsibilities. The authorities strictly instructed maintaining neat and clean formal and professionalism. I had to receive customer inbound calls and manage the requirements of the guests there. I used to work with a team where I was the instructor and the team members under me used to arrange the requirements of the guests. Sometimes I had to solve problems faced by the guests and take care of their recruitment and queries. The data entry operations at the front desk, regular data handling, and teamwork report are included in my regular responsibilities. All over, I used to enjoy my daily life in Marriot. 
Theoretical knowledge in hotel management is required because some terms and regulations need to be learned to appear as       
Importance
The importance of hospitality and tourism management plays a big role. The first and most important thing is to take responsibility in the early phase as soon as possible. In the hotel in which people work the people will be responsible for what happened in the hotel for work (dos Santos et al., 2020). There is also the responsibility for the staff and for the budget management and also for managing products and taking care of the relation of the public and in that way the target of the calling is settled. Generally the turnover of the young staff it's sometimes tough for the protection of the promotion of the hospitality management. Even the management of the promos and level depends upon the hospitality workforce (Jones and Comfort, 2019). In this process, the success of the trainee can achieve a good position in two years. The second most important point is the potentiality of the salary. In this field, there are a few roles here that suddenly prove lucrative financially. The most important third part is every day in these fields many different challenges and requests continue with the new guests. In this work, people could be independent and flexible for the opportunity held by the hotel management. Patience, diplomacy, and innocence come with the job role of hotel management. The panther is the most powerful reason to choose this management process because it has many more additional benefits with the salary and also even provides many private health cares and schemes of private ownership and also pensions (Lee et al., 2019). Even on-duty meals are also available and the uniform is also alive and for that, the pattern of working is going more flexible and also the accommodation of the hotel is all discounted. The most important point is job satisfaction. In addition to all of these, a wide range of studies has already demonstrated that the financial output of this certain sector was around 59.3 billion British pounds in the country, namely the United Kingdom. As per the depiction of the finance professionals of that nation, such output was approximately 3% of the whole financial output of that nation. On top of that, this hospitality and tourism management also played a crucial role in supporting and generating 2.6 million jobs in the aforementioned country. After studying the topic of interest, several tutees have been able to be placed in this sector with lucrative offers. Therefore, from the above discussion, it is clear where the significance of tourism and hospitality management lies.           
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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 a quick resolution of this scenario in the future?

	It will make sure that the hotel is being represented well to our borders, I will corroborate that the workers are aware of the knowledge of the guests before they check in (Alzoubi and Jaaffar, 2020).
	The duty schedules of the employees will be prepared by me in advance. I will certify that the workers are not suffering from any work-related issues.
	Since my plans have been proven to be capable of recognizing the organizational goals clearly, considering this perspective the plan should be considered effective.
	I will be listing all types of probable risks associated with the business which can hinder the operational activities.

	It can also be made sure that the menu which is being offered by my hotel, is suitable and accessible to people of all ages.
	In this case, automation can be proposed to me, and along with that time, workers can be tracked to smoothly conduct the operations in my shift.
	It has been proven that most of the time my suggested plans play a significant role in assessing the practicality of the goals set by the adhering organization (Giousmpasoglou et al., 2021). 
	I will jot down the name and particulars of the people who are assigned to control the peril or menaces which can affect the response of the hotel business. If needed, such documentation will have an important impact to mitigate the issues.

	I will look after authentic as well as high-quality services that are being forwarded by my hotel to our guests (Kalra et al., 2020). This will be supportive to ensure that the hotel is well-represented to the respective guests.
	I will be investing my time in assessing the particulars issued by my software assigned for shift management of the hired hands.
	Since my plans are action-oriented, flexible, and consistent, therefore my plans are efficient enough to offer motivation to my team members as well as coordinate.
	I will recognize the coherent triggers which will be beneficial to counter the upcoming issues. Furthermore, I will also engage myself in consultation with the higher authority of the hotel and my group members.

	The staff of the hotel are active enough and help the guests whenever it is observed that they are struggling with their luggage and searching for their desired services.
	Proper and advanced or modernized tools will be made utilized by me to manage and create shifts in such a way that no individual worker has to agonize with any major problem.
	Since the resources which are needed to execute my plan are limited and all the tasks are being prioritized by my suggested plan, it can be stated that my plan is efficient enough (Ali et al., 2021).
	I will be focusing on amending the program, implementing and testing them in the internal and external operations of the hotel.

	Celebrations of special occasions are one of the focal points to give rejoice to the guests (Marneros et al., 2020). Additionally, the utilization of sustainable products is also undertaken by my hotel.
	I will be conducting shift meetings with the workers frequently and judge the workers whether they are compatible with the shifts or not.
	The fragmentation of the targets into milestones will make my plan to become efficacious sufficiently.
	I will be organizing some plans dedicated to the biggest risks in the merchandise in terms of competition.





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)

	
All phases of the operations of the hotel business are managed by Hotel Property Management Systems or PMS, including superior guest delivery experiences. A hotel property management system was designated as software that enables a group of hotels or a hotel to manage the capabilities of the front office, such as guest check-in or check-out, managing the rate of rooms, booking reservations, room assignments, and billing (Huang et al., 2020). The property management systems of a hotel replaced the process of being paper-intensive and time-consuming (Mercan et al., 2021). Nowadays the management systems technology of hotels has improved the front desk well beyond. Hotel property management systems are now critical operation systems of business that enable the owner of hotels to deliver stunning guest experiences. The benefits of property management systems of cloud-based hotels are easy hotel check-in and check-out, and it helps to provide the guests by using mobile which enables cloud-based PMS of hotels anytime and anywhere (Sellar et al., 2019). When guests check out and leave the rooms empty for cleaning, mobile housekeeping promotes efficiency with immediate reconditioning on the housekeeping of mobile devices. Additionally, PMS permits the regional property managers and the personnel associated with maintenance for managing the properties daily. This is also inclusive of tenant satisfaction, communication, management, and so on.





	
Element 2 – Hotel Reputation

	
Hotel reputation refers to the brand image of any type of hotel in the hospitality industry that influences the customers to be attracted to get their services. The reputation is dependent on the monitoring and nature of providing services to the guests (Lu and Tabari, 2019). This includes some key elements to maintain and sustain the reputation in the hotel industry which are to be discussed here. The most important elements are personnel, locations, marketing, and gastronomy among others.
Location defines the position of the hotel where it is situated. This is considered one of the most key elements to sustain and develop the business of the hotel industry. Hotels generally take place in the frontier area of any locality where tourists can easily travel by transport while traveling the area. The location must include proper transport availability, a huge marketplace of essential commodities, and healthcare-related services (Foroudi, 2019). If any hotel takes place in the odd position that refers to the offsite of the tourist spot, then it can not be attracted by the tourists and its business can be devastated. The personnel means the employees, managers, housekeeping, front office executive, and other service providers of the hotel. They play a vital role to manage the overall reputation system by the nature of their respective providing service. Marketing is the key element to enhancing the reputation of the hotel by promoting their optimistic reviews to the customers (Binesh et al., 2021). Gastronomy refers to the relationship between the culture and the food provided by the hotel. All of these contain impotence to enhance the business of the hotel. If any element can not work with capability, then the business will fall. 





	
Element 3 - Communication 

	Hotel operation is mainly defined as the day-to-day running process of any kind of hotel. In this running process, various types of key elements are highly recommended and communication is one of them. Communication systems mainly create an easy way by which the hotel organizers or the management authority very easily can collaborate or communicate with others (Solomon, 2018). This element also creates a friendly atmosphere on the hotel surface when the workers become more familiar with the guests or customers. Through a better communication process, a specific hotel can increase its demand in the market because when the guests have become satisfied, they choose that specific hotel every time (Bardi, 2021). The guests or the customers become comfortable sharing all types of issues or problems when the management authority creates a friendly organization between them. Not only this but also, through better communication skills, the hotel managers can create any type of report with their guests. They are also able to maintain or decide any type of conflict which may create any situation. A kind and polite behavior always attracts customers more and the hotel operation is a kind of hospitality activity. Not only the customers or guests but also proper friendly behavior can create a healthy relationship between the authority and the workers. The workers of any hotel or organization when satisfied to work in that particular place will work more effectively which is very beneficial for their financial growth. 






	
Element 4 - Staffing 

	
Staffing is a kind of process to find any type of right worker with the specific qualification and experience and also requires them for filling up the particular job position. It is a very important criterion for any kind of hotel operation. All the employees and the workers are selected through various types of portfolios or criteria which are essential for that particular position. In a hotel, there are different kinds of positions or activities available. In that case, the staff is recruited based on their eligibility and ability (Arasli et al., 2020). In that stage, some basic skills are highly needed for appointing any kind of worker. The hotel operation procedure mainly focuses on their guest's comfort, safety, and needs. So, the workers have to focus on that portion. The staff has various types of duties like they clean the bed and rooms, other areas of the hotel surface, and the entire environment (Gjerald et al., 2021). Not only this, but also various staff are appointed for delivering the food to guests. All these tasks need to be completed in a proper manner and in perfect time. General managers mainly populate these employees through the entire procedure (Jawabreh, 2020). This system of process of stuffing is conducted through several stages. Like selection, recruitment, development, training, compensation, and promotion. Through these stages, the manager of that managemental authority judges their efficiency and the skills which are hugely required. The polite and good behavior of any staff is required to grab the attention of a good impression about the hotel. In that case, the overall rating is dependent on what is mainly created based on the customer's demand. 
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