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This study discusses the front office operation of the Liberty Hotel, UK in detailed. The hotel industry and related tourism business are one of the largest industries in the world. This is categorised through large corporations where they make an entry within the market.  On the other hand, the service culture within the tourism and the hotel industry is found to focus on the service and that pleases the guests as well. It thus helps to start the highest management level and thus it can descend over all the levels (Bardi, 2016). This tourism also depends on the importance of the services as it would differentiate one hotel to others. Thus to achieve the target, the quality of the services is needed to consider. Therefore, this study has analysed the operational and the administrative duties which are mainly required in the Front Office departments of a five-star hotel. The main operations are reception, finance, concierge and switchboard maintenance etc. Besides these, the operational role of Front Office Manager, Front Office Desk Agents and the Night Auditor on behalf of the Liberty Hotel in the United Kingdom is discussed elaborately.  
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Front Office departments within Liberty Hotel are mainly responsible for the sales and overall administrative work for Hotel. It involves sales of hotel rooms that follow a systematic method of the process of reservation. This also follows the registration and that assign the rooms for all the customers. The ‘sales of room’ refers the utility of the hotel room under a given price. Thus the room would be named as sold for a day when one guest would take a lease for that room to stay within the hotel. The “room tariff” or the rate of the room would be charged for one room which finally computed as the revenue day. It starts at a particular time, generally at noon for the particular day and at the end for 12 hours. In the next day if the guest will continue that is again levied for the second revenue day. It has to maintain the time noon to noon. Again, some rooms of the hotel are found to be sold for the duration of half a day at some special rate which is mostly applicable. Also, that rate is referred as the half-day rate (Aandras Hotel, 2019).
Also, the front office would be measured within the hotel that takes prime importance and also based on the nature of business for a hotel. It thus indicates the selling of rooms. Also, the revenue is generated from the sales of those hotel rooms. It contributes over 50% of total sales within a hotel. Also, the profit percentage will be more while the sales amount of the rooms will be very high. It is thus taken into consideration that the term front office is a general term, while it includes various activities within a five-star hotel (Carev, 2018). 
The main role for the front office of a hotel consists of reserve, receive, registrations, assignment of rooms to the guests. It can act as the continuous source for the information for the guests at the time of staying hotel.
For Reservation:
In the Liberty Hotel, the first and foremost office is known as reservation. This department acts as the hub of the other departments within the liberty hotel. In this section, various requests for the reservation of the rooms with different sources would be received and also the information would processes. It is properly documented, stored and can retrieve all types of information that is processed and also documented in a proper way (Pham, 2017). The section in charge of the liberty hotel has to check all this information has been stored, retrieved with appropriate time. It is also needed to ensure that the guest for the room. As the hotel’s room is the chief product for Liberty Hotel, it includes within the highly perishable commodity. The sale of a room this is found to link with particular time element. Also, reservation department has to ensure that the rooms would not be allowed for any perishing objective. 
For Receive, registration and assignment:
These activities are handled through the section known as reception within Liberty Hotel. The personnel found within this section can welcome and can receive all those guests and thereby he or she is found to assign rooms after making a few registration formalities (UKessays, 2016).
Sources of information
The information section is the most vital for the front office operation. This normally controls the room keys, all kind of emails and messages provided by the guests. This section is also found to equip with other helpful information about hotel facilities and other cities (Bland, 2019).
Also, the major functions of the front office are needed to found simple, and it mainly executes with successful operations.
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Duties of Front Office Manager of Liberty Hotel:
Front Office Manager mainly supervises all types of front office personnel within Liberty Hotel. He or she ensures the proper completion of all types of front office duties. The manager also directs along with coordinates all types of activities which has to be found ar the front desk area, the telephone areas, the guest services and the reservations within the Liberty Hotel. He or She also prepares the monthly reports and the budget particularly for the front office department of this Liberty Hotel (Setupmyhotel.com, 2019).
The major roles of Front Office Manager are identified as follows (Setupmyhotel.com, 2019):
· He supervises the entire workload at the time of his work shifts.
· He or she participates within the selection for the front office personnel,
· He or she can schedule the workloads at the time of their shifts,
· The manager can evaluate job performance within every front-office employees.
· He also maintains working relationships among all types of staffs. Hence, he communicates with other departments of the Liberty Office as well.
· The Manager performs the master key control.
· He has to verify all the accurate information about the room so that it can be easier to communicate.
· He is responsible for resolving the guest problems in a quick and efficient way.
· He has to review and complete all the credit limit report.

Role of Front Office Desk Agents of Liberty Hotel
The Front Office Desk Agent of the reservation assistant of the Liberty Hotel processes all kind of reservation requests so that that would reach the hotel within a shorter time and by any means. The assistant has to possess great salesmanship skills as he or she can suggest the higher order of room categories. It thus needs to sell other services, like spas or restaurants etc. This section is also responsible for generating maximum number of revenue on behalf of the Liberty Hotel. Thus, the reservation assistant or the front office desk agent has to understand, anticipate and also influence the consumer behaviour for maximising the profits (Workable Technology Limited, 2019).
Scope of the job, duties and responsibilities (UKessays, 2016):
· He is responsible for receiving and processing all types of reservation requests for the future guests.
· He has to maintain all reservation records which can be completed with the reservation forms and finally can provide the reservation confirmation letters to those guests.
· In the Liberty Hotel, the agent has to communicate all the reservation information with the reception.
· Finally, this officer has to promote goodwill and maintain a friendly and helpful relationship with their guests, managers and other colleagues within the Liberty Hotel.
· The Front Office Manager is also responsible for pre-filling of GRC of the expected arrivals of the guests for the very next day within the hotel and that is needed to send the reception immediately. 

Role and responsibilities of Night Auditor of Liberty Hotel
The night auditor of Liberty Hotel possesses the responsibilities by making sure that all the guests within the hotel are taken care properly from the very beginning to the reservation process to the check-out process. This work assists the basic accounting tasks as well. It helps the reservation of the customers and thus can perform all types of check-in for the guests. The auditor helps to prepare the bill on behalf of the guest before their check-out time. In Liberty Hotel, the night auditor works as the flexible person and thereby they can maintain good customer service. This also needs an organizational, math and the communication skills for which they able to work for overnight hours (Donohoe, 2018). 
It is found that the job of the night auditor is mainly mixed of the customer service representative and also as the accounting desk agent in the Liberty Hotel. The main night audit duties are handling of the reservation process, responding the guest request, coordinating with the hotel workers and also balancing the cash drawer of front desk of the Liberty Hotel (nscpolteksby.ac, 2018). 
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Therefore, this discussion provides a detailed of the front office operation of the Liberty Hotel and also analyses the key responsibilities of Front Office Manager, desk agent and the night auditor on behalf of the Liberty Hotel. 
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