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The administrative framework of Ibis Reading Centre operates as an organised system. Guest cheque-ins together with reservations and inquiries are the responsibility of the reception and office staff. Staff members at the team uphold clear workflow execution together with excellent standards in service delivery. The placement focused on teaching important hotel administrative competencies.
Learning Objectives:
· To develop stronger abilities in customer relations and communication execution.
· To understand booking and reservation systems.
· To develop teamwork and problem-solving abilities.
· To develop better abilities to manage time along with executing multiple tasks simultaneously.
· To learn effective guest complaint handling.
· To Obtain experience in creating administrative reports along with documenting processes.

[bookmark: _Toc192088027]Section 1: Reflection on Experience and Personal Development
This reflective model consists of a structured format. The model consists of six stages, which are known as Description, Feelings, Evaluation, Analysis, Conclusion and Action Plan. Following this approach enables systematic processing of experience information.
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Figure 1: Gibbs’ Reflection Cycle (Parsons, 2024)
Description
During my observation I worked with a supervisor at ibis Reading Centre. I served as part of the reception and office staff at the Ibis Reading Centre. I studied the management system for carrying out daily tasks. The responsibilities I had involved addressing guest questions while providing booking assistance. Part of my observation included watching the technical process of preparing reports as well as schedules.
Feelings
I had a mixture of positive excitement and frightened nervousness right before my first day. My desire to acquire fresh abilities burned inside me strongly. I worried about making mistakes. However, the supervisor was supportive. Having this support from my supervisor increased my self-assurance. I found pleasure in working with hotel visitors while sharpening my office duties (Bardi, 2010).
Evaluation
The training period provided me with essential, valuable knowledge. The experience allowed me to acquire valuable hands-on learning about hotel administrative tasks. I mastered the effective handling of complaints that guests presented to hotel staff. Through this experience, I built better skills for communication. During my work with multiple tasks, I encountered some difficulty in managing them simultaneously. I understood that I required better skills in time management (Hagg, 2013).
Analysis
I obtained crucial abilities which fundamentally matter in hotel administration. I strengthened my ability to manage customer service requests with higher competence. Through this training, I masterfully learned proper reservation control methods. My competence in managing booking systems experienced significant advancement. I have fully recognised why teamwork becomes essential in administrative work (QAA, 2018).
Conclusion
The experience allowed me to advance as a professional. The experience taught me how to tackle genuine operational obstacles that emerge at work. My capability to function well while under pressure has become more effective. My confidence has enhanced especially when it comes to hotel administration responsibilities. I must make multitasking a focus of improvement for myself.
Action Plan
I will keep practising efficient management of multiple obligations. I will pursue chances to develop my problem-solving abilities. Online studying will complement my technical expertise development. When it comes to workplace success, I will focus on developing my communication skills (ASET, 2017). My effort to excel in hotel administration will get better because of this approach.
[bookmark: _Toc192088028]Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge
The effective operation of hotel administration depends on fundamental work-related competencies and technical subject expertise. The placement experience deepened my comprehension of multiple important elements. The practise of efficient communication enabled me to address guest inquiries in a professional manner (Petty, 2024). The placement taught me to use different speech styles depending on each guest requirement. Working together with front-desk employees became essential for proper coordination. My work interactions created higher efficiency while developing better problem-solving abilities (Pannell, 2021). My capacity to handle various responsibilities taught me to organise tasks properly. I learned the skill of being patient during tough situations with customers throughout my work shift. My training in guest service expertise allowed me to keep being professional when working under stressful situations. The process of gaining professional experience led to better control of my composure when interacting with others. My acquisition of technical business skills built my confidence when performing administrative work. The booking system became natural for me to operate. A sufficient theoretical base emerged from my academic coursework. Past professional experiences have shaped my capacity to use theoretical concepts within real-world scenarios. Learning hospitality management taught me to identify guest expectations clearly. The placements from my past have taught me how to handle demanding workplace situations. The acquired experiences allowed me to handle challenges with less difficulty. The experience has boosted my sense of competence regarding my work abilities. The acquired competencies will aid my career development in my professional sphere.
[bookmark: _Toc192088029]Section 3: Reflection on Organisational Issues
I faced a communication problem while working on my placement. The guest complaint failed to reach its proper destination within the hotel organisation. The delayed resolution caused the guest to become frustrated. The front desk personnel, along with the housekeeping staff, poorly communicated with each other about the issue at hand. The department encountered diminished efficiency together with reduced guest satisfaction because of the communication breakdown. A disorganised communication system created confusion among staff (Casado, 2012). The realisation dawned on me that hotels need proper communication for successful operation. The lack of proper communication creates operational problems that disappoint hotel guests. Staff members require precise instructions to execute their work tasks efficiently. Task execution will become slower and errors will occur when organisations lack formal communication systems.
A digital reporting system should be established as a solution by the hotel management. Real-time messaging technology offers a solution for improved contact between different departments (Kansky, 2024). Urgent problems will receive instant feedback through this system. Staff meetings that happen regularly will boost the understanding of task assignments for all members. The discussion at meetings serves to clarify staff members' roles while defining their requirements. The application of Shannon and Weaver’s communication model would enhance message accuracy levels. The model teaches how to cut away disruptive elements that distort information. The practise of active listening training has the potential to reduce wrong interpretations and misunderstandings which occur between team members. The training of employees should focus on verifying messages to ensure their clarity. The effectiveness of communication performance can be advanced through motivated staff feedback inputs. Staff members who worked in the organisation have opportunities to exchange their work-related experiences and provide recommendations for better performance.
The hotel improved the situation through strengthened protocols for communication procedures. Digital solutions represent, in my opinion, a superior method to address this challenge. Using technology would lead to both rapid and dependable business communication (Jones-Carmack, 2022). The fast delivery of updating information on digital platforms prevents dimensional misunderstandings of messages. Working with the hotel team revealed to me the depth of workplace communication difficulties, so the experience expanded my professional understanding. The situation showcased how crucial it is to have efficient methods for transmitting information. Smooth hotel operations require communication improvements as an essential practise (Smith & Lewis, 2016).
[bookmark: _Toc192088030]Conclusion and Action Plan
The shadowing experience helped me develop my work-based abilities together with technical expertise. I gained better comprehension about how to deliver effective hotel operation management. Through my shadowing experience, I developed stronger abilities for communication, teamwork and problem-solving skills. Throughout their career in hospitality, employees need personal skills and technical abilities for professional advancement. The gained experience has reinforced my determination to become a management professional. I plan to advance my skills for multitasking and effective time management. Fear expresses the plan to enrol in training about hospitality software to improve technical skills. The practise of active listening will develop stronger communication skills in me. I will find professional guidance to learn leadership techniques for better career advancement opportunities.
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Acknowledgement of the Use of AI

	RESEARCH
	For this assessment, you can use Generative AI to support you in research, including searching for a bibliography and using tools to summarise, compare, and
interrogate materials.
	Yes ☐

No ☐✔

	STRUCTURE
	For this assessment, you can use Generative AI to support you in structuring your submission, including creating a draft argument structure, identifying parts
and headings, etc.
	Yes ☐

No ☐✔

	PROOFREADING
	For this assessment, you can use Generative AI to check your own text/creation for grammatical and syntactical mistakes, including rephrasing your
own work within specific standards.
	Yes ☐

No ☐✔

	WRITING
	For this assessment, you can use Generative AI to create text for submission.
	Yes ☐

No ☐✔

	CREATIVE
	For this assessment, you can use Generative AI to create creative materials, such as images.
	Yes ☐

No ☐✔

	PROGRAMMING
	For this assessment, you can use Generative AI to create and check code.
	Yes ☐

No ☐✔

	NONE
	For this assessment, you are not allowed to use any type of Generative AI support. This includes research support, structure support, writing/proofreading
support, and creative support.
	Yes ☐✔

No ☐
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Acknowledgment of the Use of AI
I acknowledge the use of Grammarly (https://www.grammarly.com/) on 3rd March 2025 to check my work using the prompt(s): 
· Please check the following text for readability, grammar, and syntax. 
I confirm that I have not presented any AI-generated text as my own work. I confirm I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 




6 | Page


image3.png
Gibbs’
reflective
cycle

Whether something went badly,
well, or somewhere in-between,
it's worth taking some time
afterwards to reflect.

This six-stage system helps
individuals or teams structure the
process, acknowledging reactions,
exploring underlying causes and
learning from any mistakes.

Description
What actually happened?
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