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[bookmark: _Toc181361791]Introduction 
Administrative operations mostly refer to the overall process of planning, overseeing and also handling the various aspects within the workplace. Within this regard, the overall experience of the hotel’s administrative operations within the context of the back office of Hampton by Hilton will be provided. Therefore, in this learning log I will provide the overall experience of working within the hotel and describe my overall experience as well. Within this regard, the Schon reflective model will be used. This model simply highlights two major aspects, namely reflection on the action done during the ongoing task and reflection on the action done after the task completion (Newman, 2020). Here, one of the key objectives of placement is simply to ensure that the proper skills are acquired. Additionally, another major objective here is to gain relevant knowledge as well as industry insights. Likewise, another crucial objective here is to ensure that the way the work is being done can also be understood as well. 

[bookmark: _Toc181361792]Section 1: Reflection on Experience and Personal Development 
During the hotel placement, I have performed various kinds of tasks and ensured that all the tasks that have been assigned are completed in a proper manner. Here, I have completed a lot of tasks, and this has vitally helped in my own personal development and ensured I can use my own skills and knowledge regarding the hotel’s administrative operations. I have primarily worked on various kinds of tasks. Some of the major tasks that I have performed while working within the hotels include washing dishes as well as changing the bedding, took part of the Maintenance team, helped with Food and Beverage and also attendee the training sessions with the Reception team. Here, both of the tasks are crucially necessary for ensuring that the entire administrative operations run rather smoothly (ASET, 2017). 
As of now, I am currently working on completing a lot of tasks, and I believe that most of them have significantly improved my own skills as well as knowledge. Here, while completing the tasks, I am currently facing a lot of challenges, however, with proper planning and the assistance of other people, I am able to ensure that I can easily overcome them. Within this regard, I am also using constant learning as well to develop a lot of skills (Bardi, 2010). All of these have helped me vitally to have a better understanding of the importance of skills such as communication, teamwork, task management, and guest services within the back office of the food and beverage department of the Hampton by Hilton Hotel. 
Apart from this, I have also gained a lot of knowledge as well after completing a lot of tasks in the course of this placement. I simply did not have much idea regarding the tasks, however, with the help of proper communication and teamwork, I was able to improve my own performance. 

[bookmark: _Toc181361793]Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge 
Most of the time, there are plenty of skills and knowledge that are required in order to complete specific tasks within the work setting. Here, without the possession of the necessary work-based skills and technical knowledge, the various kinds of tasks could not be completed (Hagg, 2013). I have discovered that I can use my own skills in order to thoroughly improve my own performance. Currently, I am using communication as well as teamwork in order to collaborate with others within the Hampton by Hilton Hotel. Here, I also use my other work-based skills such as organising skills in order to ensure that the tasks such as washing dishes, clearing tables, organising supplies and changing the bedsheets, sorting toiletries, ensuring all tasks are completed are done in a more streamlined manner. Besides this, the technical knowledge is also being used by me on a regular basis as well to complete the various kinds of tasks in an appropriate manner. 
Within this regard, I have gained a lot of skills during the work process, and initially, I thoroughly developed communication and teamwork skills. This has vitally helped me to ensure that most of the tasks are done in a more collaborative manner (QAA, 2018). Besides this, I have also thoroughly used my task management skills in order to ensure that all the major tasks assigned to me within this period of time are completed within the appropriate time. Here, my task management has vitally ensured that all the major work is being thoroughly handled in a more structured manner (Fallon and Rutherford, 2010). Apart from this, I have also gained a lot of technical knowledge regarding administrative operations, and this has also helped me to work more swiftly within the context of the back office of Hampton by Hilton Hotel. Here, the knowledge helped me to know the exact things that I need to complete and the way to complete them as well (Johnston et al., 2012). 

[bookmark: _Toc181361794]Section 3: Reflection on Organisational Issues 
Within the context of managing hotel administration, there are plenty of challenges that could occur, and within Hampton by Hilton Hotel there are also plenty of challenges as well. For instance, one of the major challenges that I have encountered here is simply the excessive pressure. There are plenty of tasks, and the staff members have to perform them on a regular basis. This particular challenge posed a lot of problems for me. Apart from this, another major challenge that I have encountered here simply the hurry in the overall work (Rughubalan, 2009). 
For instance, due to the workload and the pressure which sometimes can be a bit too much, I am currently facing some work-related stress only because I am not used to the workload. Here I am simply not able to ensure that I can thoroughly manage the work-life balance (Tewan, 2009). Work-life balance is the key towards the success of any kind of organisation and also ensures that overall productivity also increases. However, with a lot of work-related pressure, I am not being able to complete them in a more appropriate manner as well (Vallen and Vallen, 2014). 
Besides this, initially, due to the hurry in working, I also faced a lot of trouble in completing the assigned tasks initially as well. Here, at the beginning, I was not able to keep up with the overarching flow of work within the back office at Hampton by Hilton Hotel. This means that there were a lot of delays. Overall, within the context of hotels in particular, completing the various kinds of tasks is vitally necessary (Wood, 2013). Here, for example, the various kinds of tasks need to be completed within the assigned time, and the bedsheets have to be changed properly as well. However, I have faced a lot of problems in completing them initially due to the hurry in working and the overarching fast pace of work that all the other employees had.  
Here, using the ABC method could vitally be helpful as this could drastically help to complete the task in a more organised manner. The tasks are classified into must-do, should-do, and nice-to-do, and prioritised according to their overall importance (Serene, 2024). This way, I will be able to complete the excessive tasks more swiftly, and also complete them within the assigned time. 

[bookmark: _Toc181361795]Conclusion and Action Plan 
Within this learning log, the various aspects of managing hotel administration and operations have been highlighted. Here, a thorough reflection of my experiences on working within the Hampton by Hotel have also been provided. This includes the overall importance of the skills as well as the technical knowledge. Here, the major skills that have been reflected include communication, teamwork, and task management. Additionally, personal and vocational development could vitally help to ensure that the various kinds of work-related tasks are done swiftly. I have realised that one of the most noteworthy ways of improving the skills is simply by arranging the tasks and prioritising the essential tasks. 
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