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Introduction to hotel's administration operation:
This department is essential to the run hotel's operation efficiently. The daily operation of the hotel, involving bookings, guest services, and front desk operations comes under the responsibility of this division of the organization (Parkan, C., 1996). The department's primary objective is to ensure each guest's satisfaction and ease while they are right here through providing outstanding service to customers. The hotel's administration department manages scheduling for guests as one of its primary duties. This involves taking phone, email, or online bookings while making sure that every room is properly assigned and set up for getting visitors. 
Reflection on Experience and Personal Development:
I am going to address what I learned from my observation of a supervisory role in the hotel's administration & operation department in this paper. I'll examine how it impacted my understanding of how important the technical skills and work-based skills needed to meet and monitor guest expectations of service. I am going to talk about how my understanding of communication, teamwork, task management, personal skills, and guest services has evolved as an outcome of my academic, professional, and personal development.
I got a way to directly observe the details and importance of providing outstanding customer service when I was observing an administrative position in the hotel's administration operation department. The department of administration is in responsibility for organizing front desk operations, guest communications, administrative duties, as well as other aspects of the guest experience (Yang, J. T., 2007). A specific circumstance that emphasized the value of technical knowledge and work-based skills was when I managed a guest who was looking for a specific type of lodging, which was sadness out of operation. Their good communication skills and technical understanding of the hotel's operation allow them to successfully resolve the issue and provide outstanding experience. My understanding of the function of work-based skills and technical skills in achieving guest expectations for service has been significantly improved through my experience shadow the supervisory role in the hotel's administration operation department (Wang, H, 2008). Communication skills help you to listen to and understand guest needs and complaints. By listening carefully, we can provide personalized service, solve customer problems, and create a positive customer experience.
 Teamwork and interpersonal skills are important aspect for me. Empathy is standard as an important skill for developing relationship skills (Jauhari, V., 2017). These skills are important for me in my professional career. I must communicate effectively with guests and coworkers, and work good in a team, and be feeling to customer needs and expectations. These skills are so important in hotel management that I used them every day when working in the hospitality industry. Personal skills are skills gained through interacting with the guests around me. These are social skills such as empathy, communication, listening, creative thinking, and patience.
Critical Analysis of Work-Based Skills and Technical Knowledge:
These skills are essential to ensure the hotel runs efficiently and can meet every need of visitors as well as employees. We are going to address the significance of technical expertise and work-based skills in managing hotel administration in this paper, with especially focusing on what we learned from an observing experience.
Work-based skills are crucial in the hospitality industry, including effective communication, decision-making, problem-solving, organizational skills, time management, and attention to detail. These skills help create a trusting relationship with visitors and staff, manage unexpected factors, and improve hotel operations (Douni, R., 2016). Technical knowledge, on the other hand, focuses on hotel administration, including operations, guest interactions, and financial management. It is essential to understand legal rules, including labor laws and compliance rules, to ensure ethical and authorized operations (Baum, T., 2002). Technical knowledge also involves proficiency with computer applications and platforms for managing bookings, reservations, and visitor information.
 During my hotel administration shadowing experience, I developed essential work-related skills such as effective interaction, communication, and problem-solving. I learned to manage visitor problems, schedules, and work efficiently (Fischer, M., 2002). Decision-making and analytical skills were crucial for assessing situations, acquiring information, and providing suitable methods. Efficient time management and organizational skills were also essential for handling multiple tasks and schedules. These skills were crucial for ensuring guest satisfaction and ensuring efficient operations.
Technical knowledge is crucial for efficient hotel management, as it allows for efficient use of software applications like CRM and hotel management software (Abdelhamied, H.H.S., 2009). This knowledge enables efficient performance measurement, booking management, and guest information changes. During my shadowing experience, I learned the importance of problem-solving, effective interaction, and time management in performing administrative tasks. Hotel managers can ensure smooth service availability by continuously improving their skills.
Reflection on Organizational Issues:
When I reflect about all my interactions with the hotel's administrative operation, the efficiency of reservation booking management comes out as a crucial issue. This organizational problem is essential as it has a direct impact on the department's overall efficiency, guest service, and regular operations.
This difficulty had an important impact on the efficiency of the department. The hotel continually faced difficulties in properly showing the number of guests and allocated resources because of inefficient handling of reservation bookings. As a result of this, there was regularly a difference between the number of guests who came at the hotel and the room utilization levels that the bookings department had determined (Wood, R. C., 2009). The difference influences the hotel's overall revenue and financial performance in terms of creating booking or underutilization of rooms. The hotel's failure to meet specific needs was made worse by improper reservation booking management, which often led to incorrect allocation of rooms. To improve the process, the hotel could use technological advancements like online booking platforms and automated reservation management systems (Galliers, R. D., 2014). Enhanced employee interaction and training on booking processes, such as handling guest preferences and ensuring accessibility, would also be beneficial. Regular communication and team meetings could also enhance collaboration. Key performance indicators (KPIs) could be implemented to measure the hotel's success and identify growth opportunities (Barnes, D., 2014). Regular performance evaluations and input meetings would help employees understand the impact of their work on the reservation management system. 
In summary, the hotel's administrative operation's weak reservation management had a major adverse impact on its overall success, customer satisfaction, and management. With the use of integrated reservation systems, better staff training, KPIs, and outsourced factors, the hotel could solve this problem and raise both visitor fulfillment and the effectiveness of operations.
Future Action Plan:
The future action plan looks for to determine parts for growth in work-related skills and technical knowledge using the experience achieved in hotel administration operation. Furthermore, this approach includes specific guidance for how to enhance service to guests, communication, teamwork, management of tasks, and individual skills (Condrea, E., 2021). The action plan also takes into consideration how well it fulfills goals for personal and professional growth and improves industry growth.
The hotel administration can improve performance and work-based skills by implementing regular training sessions, performance evaluation methods, and an interactive environment. This can enhance communication, guest satisfaction, and operational efficiency. Cross-functional collaboration can improve guest experiences and operational efficiency. Project management techniques and tools can improve productivity, work setting goals, and business operations. Successful task administration involves setting schedules, deadlines, allocating work, and implementing regular review meetings (Paryani, K., 2013).  Hotel administration operations can improve individual skills through training sessions, conferences, and mentoring opportunities. This can enhance management, time management, and problem-solving skills.
 The action plan for the hotel administration operation's future involves a range of methods that will enhance related to work skills, technical knowledge, teamwork, communication, task management, personal skills, and guest services. By implementing these directions, the hotel administration department can also increase guest’s fulfilment, develop personal growth among workers, and improve operation on a regular timetable.
Summary and conclusion: 
In conclusion, work-based skills are essential in the hospitality industry, such as communication, decision-making, problem-solving, organizational skills, time management, and attention to an aspect. These skills help build confidence with guests and staff, manage unexpected factors, and enhance hotel operations. Technical knowledge focuses on hotel administration, guest interactions, and financial management. Understanding legal rules and proficiency with computer applications is crucial for ethical operations. 
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