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[bookmark: _Toc137203486]INTRODUCTION
Hotel administration involves supervision of administrative operations in the business of hospitality industry (Ghani and et.al, 2022). Front office is the department which manages the guests and their queries in the hotel. This report will discuss about administration of the hotel and front office.
[bookmark: _Toc137203487]Hotel administration and front office operations
Hotel administration refers to the successful overseeing of the business operations to assure consistency in the growth and development. This includes anything that is required for managing the hotel industry and needs strategy for distribution and knowledge, accounts and finance, staff management, customer service, catering and marketing management and more. The sector of the hotel industry is rapidly growing and becoming an impressive attraction for the tourists. The hotel is a place where numerous job positions are required and some of the positions are Hotel manager, food and restaurant service manager which includes chef, banquet manager including steward and housekeeping manager involving the floor supervisors.
Front office departments are termed as the most crucial part for hotel administration. The location of this department is at the lobby area in the hotel and is able to be seen by the visitors, patrons and guests are together termed as Front Office (Limna, 2022). Some of the positions in the front office department are hotel receptionist, appointment and scheduling coordinator, office clerk, night auditor, secretary and front desk clerk. The people involved in the hotel and front office administration require some important skills to make their work appreciated and understand the importance of work. The skills are teamwork, communication, financial management, leadership, time management, customer service, advertising and marketing, creativity and interpersonal communication along with having operational knowledge.
[bookmark: _Toc137203488]Administrative and operational duties
In the hotel and front office administration, the effective operations are very crucial. The people involved in the hospitality industry are the important resources for managing and making the company grow and get success. The operational function in the hotel and front office management involves the number of duties. These duties are required to be performed for the effective working and growing in the administrations of the company. The operational duties of a receptionist are to greet each and every guest visiting in the hotel along with assisting them regarding check in and out. They maintain a friendly demeanor and positive attitude through responding to all the queries and requests of guests. They answer the phone calls and forward them and keep an orderly space for work. They assist the guests and also support the administrative and clerical tasks to get completed on time. Concierge is also termed as a manager of guest relations, their administrative roles are to greet the customers or guests and manage their complaints (Akgunduz, Alkan and Adan Gök, 2022). They manage the mail, deliveries as well as luggage and also perform basic duties of administration, reception and secretary. They also arrange the transport on the request of visitors. The switchboard operator in a hotel offers efficient and friendly registration to every guest, colleague and visitor. Finance manager manages the accounts receivable, payable and budgeting. They make calculations for the salaries and distribute them to the human resource department. They prepare summaries and reports of activities related to accounting and also make debtors listing and financial statements.
[bookmark: _Toc137203489]Issues in departmental areas
There are various issues related to resource allocation, management styles, marketing, health, culture and safety in the various departments of the hotel and front office administration. The issue of resource allocation in the operations department is related to the resources for restaurant, rooms and guests whereas the problem of resource allocation in the human resource department relates with employees, their complaints and turnover. Marketing is an issue for the marketing department of the hotel as the trends of the hospitality industry changes rapidly and this causes the marketing department to put extra efforts towards their marketing strategy. The management styles are crucial for binding the leaders with the hotel employees. Team oriented, innovative and entrepreneurial management style is better for the hotels (Narakusuma and et.al, 2022). Cultural issues are the most common issue in the hotel industry because people with different cultural backgrounds come as guests in the hotel. The health and safety determines the customers repeating rate in the hotels. Therefore, it is most crucial to ensure the health and safety of the customers and to eliminate the industrial problem such as competition, market trends and outshine in the hospitality industry.
[bookmark: _Toc137203490]CONCLUSION
It is concluded from this report that hotel administration and front office management is the key for the success of companies in the hospitality industry. There are various duties and issues associated with the administration of hotels.
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