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[bookmark: _heading=h.gjdgxs]Introduction
The front office department serves as the central channel for the hotel. It locates and administers various different tasks that are crucial to ensure smooth guest experiences from managing reservations to facilitating check-in and coordinating the guest service. The front office plays a very important role regarding the guest satisfaction and the operational efficiency (González-González and García-Almeida, 2021).
The objective of this paper is to understand the placement within the areas and include some practical insights about the guest service operations. Owning communication and problem-solving skills and also understanding the technical aspects of the hotel software systems as well as developing a sense of teamwork and task management is important for placement.
The reflection will use a Gibbs reflective cycle module which involves stages such as description feeling evaluation analysis conclusion and action plan (Adeani et al., 2020). By implementing this model, the aim is to critically review the learning journey in a more structured way so that it can be easily understandable by the reader.
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[bookmark: _heading=h.tik2o8gr8mpn]Section 1: Reflection on Experience and Personal Development
Description: Working in a supervisory position in the front office department give me a lot of valuable insights about the intricacies of a hotel administration I initially observed how the supervisors manage all of the guest interactions and handled the reservation this helped me to understand coordinates with the other departments of the hotel so that ensure smooth operations.
Feelings: At the initial time I was very excited yet felt nervous about the responsibilities that came with my role however when I was immersing myself in this experience my confidence grew and I began to appreciate all of these challenges and rewards of the position.
Evaluation: This experience gave me the understanding of how important it is to understand work-based skills. Having multitasking problem solving in the interpersonal communication abilities would immensely help in managing the guest services expectations. On top of that it is also important to have a technical knowledge of these software systems and other processes to effectively manage the task and maintain guests' satisfaction.
Analysis: My personal development mostly includes some of the previous industry experience and my academic journey has insignificantly given me the ability to understand and have a better perspective towards communication teamwork and task management. I have played previous roles in customers and trick tasks which have equipment with the required skills that I did apply during my interaction with the guest. Having this supervisory position in the front of his department has shown me the importance of work based and other technical knowledge to meet the expectations of the company and the guests at the same time. My personal and vocational development gave me my initial role to shape the capabilities and have a better understanding of hotel administration. This highlights the interconnectedness between the academic learning and the practical experience within the hospitality industry.
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[bookmark: _heading=h.q1o5chyhloqz]Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge
Work based skills and technical knowledge are the fundamentals in hotel management. Specifically considering the front office department the guest interactions are very frequent and very diverse therefore these skills require very high capabilities of individuals so that they can ensure operational Efficiency and guest satisfaction.
Starting off with the workwear skills such as communications problem solving and adaptability these would be essential to address the guest inquiries and resolve any issues promptly, therefore maintaining a positive guest experience (Murtazin et al., 2020). Take for example an effective communication which is the backbone of handling guest complaints or coordinating with the different departments to fulfil the guest requests. During my own experience I have seen the supervisors’ adapting communications and different forms of it to communicate with their guests from different backgrounds and they have often been tailoring their approach to meet the individual requirements of the guests (Fergusson, 2022).
Coming to the technical knowledge of the hotel software systems the process is indispensable and is a critical requirement to execute tasks accurately and efficiently. An individual working in the front desk must be proficient in the reservation systems property management software and revenue management principles. Good understanding of these principles will enable them to have better room management inventory and optimise the pricing strategy that will maximise revenue (Alrawadieh et al., 2021). Take for instance understanding proper concepts relating to revenue management will allow the supervisors to adjust the room rates based on the demand fluctuation which will maximise the occupancy as well as revenue.
On top of that the ability to multitask and prioritise the tasks is very crucial in the front office dynamic environment. The supervisors are required to juggle with different responsibilities for instance check in checkout process or handling reservations. Then they also are an important factor that coordinate with guest services and maintain a high level of service quality (Abbas and Jeong, 2024). During my shadowing experience I have observed how efficiently they manage their time and the resources so that they can ensure smooth operation even during the peak seasons.
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Description: During my experience as a front office department individual, I have encountered a lot of organisational issues specifically it was all regarding communication breakdown between my office and the housekeeping department. The issue mostly arose due to delay in broom turnovers which occurred due to inadequate communication channels between the two departments.
Feelings: It felt very exaggerated for me as I was new, and it took some time for me to get used to these kinds of scenarios.it led to guest satisfaction and also added pressure on the front of his staff. 
Evaluation: The communication breakdown had a very large impact on the department's performance; it also influenced gear service quality and the overall operations. The guests have experienced delays due to this which has led to frustration and dissatisfaction. On top of that the front of the staff further felt challenged to manage these situations by communicating with the guest to ensure that they will have a seamless check in experience. These issues further disrupted the operational flow of the hotel as it resulted in inefficiency in room turnover and resource allocations.
Analysis: The issue can be attributed to inadequate communications. Even though there are structured communication protocols and mechanisms of feedback there could be some hindrances in the timely exchange of information which can conflict with the room statuses and guest preferences. Theories such as system theory can be further applied to understand how these departments within a hotel system as a function can where the disruption on one area can affect the entire operation.
To address all of this issue it is important to implement a proper communication system between the front office and housekeeping departments. This involves having regular meetings and briefing discussions about the statistics gas requests and operational challenges. Additionally, by taking advantage of communication technologies such as software’s or systems that could facilitate real time updates and have a streamline communication process. 
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Work-Based Skills 
Identify areas for improvement in communication, problem-solving, and time management.
It is measurable by detecting the amount of miscommunication happening in the workplace.
It is attainable by ensuring that all the individuals have access to relevant training resources and allocation for time for skill development.
Improving these skill field in handy performance and get satisfaction in the front office and overall hotel experience.
Communication
Establish specific communication channels between Front Office and Housekeeping by implementing a digital communication platform.
Prank the number of messages that are exchanged and ensure that the 90% of messages are information relevant.
Invest in software solution and provide training for the staff to utilise this software.
Improve the communication channels streamlines all the operation to reduce the delay and also enhance guest satisfaction.
Teamwork and Task Management
Organise team-building activities once a month to foster collaboration.
News surveys and observers to measure the engagement and satisfaction of the employees.
Provide resources for organising and activities and encourage participations.
Enhancing the teamwork would promote efficiency and it would ensure seamless coordination.
Personal Skills Development
Engage in self-reflection and seek feedback from supervisors and peers to identify areas for improvement.
Establish a feedback loop system and track based on identified areas of improvement.
Dedicate some specific time for reflection and feedback sessions and commit to personal development.
Developing the personal skills would enhance professionalism and contribute to career advancement.
Guest Service Excellence
Continuously strive to exceed guest expectations through proactive service and attentiveness.
Monitor the satisfaction scores from the guests by taking feedback.
Implement training program and incentives to motivate the staff for exceptional guest experience deliveries.
Enhancing gas service would directly impact the guest loyalty.
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Conclusion
In conclusion this experience of shadowing in the front office department has been varying instrumental forming it has helped me to develop the essential work-based skill and enhance technical knowledge. I now have obtained technical knowledge as well as understanding about the guest service standards. From my first-hand experience I have obtained valuable insights about the intricacy of the hotel administration and the important role of effective communication teamwork and task management. Overall, this experience showcases the amount of significant personal and vocational development that is required to shape career aspiration in this industry.
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