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Fundamentally, the front office department is too important to a hotel, especially for management and growth. According to Ali et al. (2018), the front office department's main responsibilities include improving a comprehensive database of guest information, coordinating guest services, handling guest accounts, confirming guest services, providing various facilities, and collecting and analysing customer feedback and complaints.   
Creates a comprehensive visitor information database
By using effective database administration solutions like ESM tools, MySQL, DevOps, Salesforce, and others (Kandampully et al., 2018), the front office department contributes significantly to database management. I have seen that the front office staff can gather all the client information required, which is crucial for the hotel operation, by utilising various database management solutions (Biswas-Diener et al., 2019).   
Assembles visitor services
The front office division contributes to the organisation of guest services by defining excellent customer care, choosing the appropriate channel to assist, selecting the appropriate tools, carrying out the task, gathering the proper data, and selecting the appropriate personnel. 


According to what I've discovered, in addition, the front office department aims to provide efficient customer services by adhering to important principles including being amiable, reacting quickly, seeking feedback, and paying attention to their customers (Boella et al., 2019). Makes sure that guests are satisfied the front office team works hard to guarantee visitor pleasure, so they attempt to provide clients with usable information, be honest, offer top-notch services, and utilise personal workers. Additionally, I've discovered that the department works hard to establish brand authority, be open and honest, and provide great guest service in order to adequately ensure client happiness (Buhalis et al., 2018).   
Dealing with guest accounts
For processing guest accounts, the front office staff employs various effective techniques, including cash, checks, vouchers, credit cards, business accounts, traveller’s checks, etc. By specifying great customer service, deciding which channel to assist, choosing tools, executing the task, and assessing the accurate information. Every company must overcome several obstacles on its path to sustainability. I have noticed that they also make an effort to adhere to the fundamental guest account kinds, such as master guest folios, non-guest folios, and guest folios since they are equally useful for controlling the guest account and hotel administration (Cavallar, 2017).    
Managing internal communications
The front office department makes an effort to manage internal communication by adhering to or developing several effective norms, like thinking before saying, being transparent about guests' sentiments, allowing others to speak, respecting each other's, and stating the truth (Kuo et al, 2017). I now know that the front office team goes above and beyond to ensure customer satisfaction, and that includes giving precise information.  Organisations must adapt their management practices, corporate cultures, and policies to the growth of their businesses in order to function effectively. I've discovered that, in addition, they interact physically and visually with guests to boost engagement and pleasure, which has a favourable effect on hotel operations as well (Chan et al., 2016).   



Delivering a range of services 
The front office department employs best practices while offering services, such as knowing who the customer is, asking the appropriate questions, simplifying the visitor experience, etc. Additionally, the front office team works hard to provide excellent client service. The tourist business is growing beyond its historical foundations with the introduction of new ideas, and sports tourism is one of those ideas. Every sector has a regulatory organisation to supervise development, develop and implement rules, and address issues. 
I have discovered that they also make an effort to provide distinctive and varied services, such as catering, dry cleaning, courier, doctor on call, automobile rental, and flower arrangement, among others, which is highly beneficial for hotel operating accomplishment (Gomezelj, 2016).   
Consider customer input and raise issues 
Last but not least, in order to run the hotel properly, the front desk section plays a significant role in handling complaints from guests, hiring the right employees, and organising guest services. It guarantees the services by being open, offering top-notch services, and hiring individualised staff.
Additionally, it contains customer input so that the hotel may modify its operations and organisational design to better serve its visitors. I've discovered that by using crucial tactics like being polite, responding promptly, seeking feedback, and paying attention to their clients (Boella et al., 2019). After gathering customer complaints and comments, I've learnt that the front office personnel will know what needs to change and what doesn't, as well as which services guests like the most and which are helpful for hotel operations (Jone et al, 2016).   
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As the world is getting modernized tourists and visitors are also becoming more addicted to exploring different places to enjoy relaxation. The hotel industry is one of the significant factors influencing visitors and guests to have a good impression about the culture and hospitality of the place that they offer. As a result, hotel management and hospitality have become a big part of this industry. It includes from the early stage of guest reception to financial and administrative management of the hotel. The staff who are involved in the management need to be very cooperative and fluent in their task as their effort and behaviour are directly affecting the hotel’s recognition (Gangi et al, 2018).
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	A hotel is a place where people basically come from a distant area to stay and spend time in that place of holiday destination. 
As a hotel manager and front desk server, I need to ensure that entire possible requirement which is essential for the guests.  

Hotel management includes all those sectors which make a hotel professional and visitor friendly. First of all, I will ensure that the hotel I work in has a sitting area for waiting and keeping their luggage initially. Then, I will maintain the procedure that a guest should go through.
For making a good impression I will teach all the staff about etiquette and manner so that a judgment can grow up in the guests’ minds. 
I will make the hotel user-friendly with the latest decorative products and equipment, As I know that a hotel bears the cultural and social diversity that should be exhibited in the hotel. 


 For example, native sculptures, paintings, building materials, food, and cultural activities can be present around the hotel so that a positive and unique perspective can be gained by the guest and visitors from all around. Thus, a simple hotel can turn into a gorgeous decorative one along with its other compulsory sectors (Taghizadeh et al, 2018). That’s why a professional way of interaction will ensure the operation runs smoothly (Aras et al, 2018). 


	
A hotel is a vast area of work that combines all the jobs in a specific place. Not only just administration but also cleaning, room washing, cooking, decoration, security, health management etc. are the jobs that should be done to run a hotel in a continuous process. As I have to sit at the front desk where I need to check all the maintenance and required papers of the hotel. I have to go through all the security processes so that any unexpected circumstances can be prohibited. The financial activities of the guests and their different requirements are ensured by the team of administration. (Robin et al, 2020).
Phone calls are received and communication with the authorities also needs to be done to run the hotel smoothly. 

Sometimes guests inform the server through the front desk assistance about their obligations and emergencies. (Gangi et al, 2018). They need to be sincere all the time as their insincerity will take the hotel into the custody of visitors’ judgment. As I mentioned earlier that hotel management is a huge task that needs continuous connectivity among the different sectors. As I am in charge of the reception sector which directly deals with the guest. 
	I have been able to find an influential way or plan in my job that enables me complete all those tasks perfectly which are appointed to me. 
I always try to be strict to my plan to make my performance the top. 
I believe that consistency is the key to keep my progress continuous. Thus, I prepare myself for the upcoming challenges. As per the plan, I have developed my communication skill because, in this stage where you need to be interactive and work as an informer to guests, fluency in communication is a must (Taghizadeh et al, 2018). 
I have upgraded myself with the technologies and information system management. 





I have to deal with a large number of data about the personal information of the visitor and their offspring. Again, history and other criteria need to be checked. The financial exchange is also maintained by the front desk assistant. So, there is no alternative for me to follow my plan. 
	As I mentioned early that I have become more productive following a rigorous plan that keeps me on track to perform best in my job. I always try to make a gradual improvement in my job. There is no alternative if I make myself bound by a specific plan. The plan I follow meet all the requirement if I want to bring or add. 

Obviously, an active step should be included that may bring effective progress in my life. For example, I can learn a new language if I found that people are coming from those countries whose people cannot speak English well (Kurdi et al, 2020)..
If I can develop the language, they are using I can be more effective in communicating with them. As a result, I can find more visitors from those regions. Again, I can develop a skill in digital marketing or online branding to promote my hotel facilities and other features provided to the guests. 
If I can build up a virtual community that will help people around the world with our hotel. They can find suitable rooms and other facilities online. These are some ideas that can be included in my current plan for the betterment of my career in this specific job sector (Aras et al, 2018). 

In today's world to be successful in hotel management or hospitality business one needs to create an exceptional experience for the guest. Here all the operations need to focus on different elements such as Property Management Systems (PMS), Hotel reputation, Communication and Staffing to be successful. If hotels can enhance these elements then they can provide outstanding service, maximise customer satisfaction and can gain an overall competitive advantage in the hotel industry. For that one need to understand the key elements of these four elements (Natalia et al, 2019).
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I have to keep in touch with modern techniques of hotel management so that I can improve myself gradually and take myself to the peak point of my job (Robin et al, 2020).  This report is all about the hotel management, operation approach and my overall experience of front desk assistance. I have told all the possibilities, plan, target and goal to find a path to take my hotel to the highest position in the hotel industry. There aren't many problems in the company, which I explained in detail above, and an all-around answer is also given. The hotel industry is growing big day by day with various opportunities and objectives. With the way the world is right now, all countries are losing money from foreign exchange. The management of the hotel can be perfect if the people in charge are well-trained and the workers work hard (Kurdi et al, 2020).

	
Element 1 – Property Management Systems (PMS)


	Property Management Systems also known as PMS is software that helps and smoothens a hotel’s administrative and reservation management tasks. The key functions of this element are reservation, front desk operations, housekeeping, rate and occupying management, channel management, payment processing and so on (Kandampully et al, 2018).  The reservation management of PMS helps in holding online bookings which is the most used way of taking hotel services. The reservation system of any hotel stores data and booking dates that further help the front desk (Cavagnaro et al, 2018)-  Front-desk management module is used by the receptionist to look at and update the room availability and reservation status, check-in and out guests, and lastly handle the payment. This also includes keys management especially electric keys, automated in-room control and daily audits (Reyes et al, 2019).  Channel management- Another crucial part of PMS is channel management which is a distinct interface that works to distribute and control hotel inventories via many channels like direct booking platforms, GDSs, wholesalers, OTAs, etc. It is usually connected with the main reservation system that has room availability information and the information is shared via distribution channels (Kandampully et al, 2018).  

	
Element 2 – Hotel reputation

	Reputation is a great asset that attracts and retains customers for any business, especially the hotel business. A hotel with a good reputation has more preferred ability than a normal hotel. But to build a good reputation certain key elements are needed (Natalia et al, 2019). Cleanliness and maintenance: Proper maintenance of all the elements of a hotel room is very much needed. If all the things that are required by a guest are properly maintained it will create satisfaction for the guest. Same for cleanliness, as no guest will be willing to stay in an unhygienic and gloomy place for the second time (Cavagnaro et al, 2018). Service quality: A hotel's service quality speaks for itself. A good, exceptional, exotic and personalized service is very much preferred by the guests. 
Providing such quality-full service helps in building a good reputation (Ushakov et al, 2020).   Engaging with customers in real-time- Proper interaction and communication with guests and planner help in building customer loyalty- So to build a good reputation a hotel needs to be responsive all the time and have a presence on social media and other online platforms to interact with customers 24/7. Taking reviews and suggestions is also a vital part (Kandampully et al, 2018).  


	
Element 3 - Communication 


	Effective communication help in managing the hotel staff and guest more easily. Proper communication provides a smooth transaction of service and other activities. Some of the major functions for that are guest communication, internal communication, multilingual support, etc. (Reyes et al, 2019). Guest communication- Effective communication with the customer is a must for the hospitality business. One needs to have a good communication system to retain existing and potential guests. For that one need to connect with customer through various means such as phone, social media, emailing, massaging app, etc as well as hotels should provide timely and accurate information (Ettinger et al, 2018).  Internal communication is also a crucial part of the overall communication of a hotel. There should be effective and specified communication procedure for the staff and managers to communicate with each other, regular staff meeting is a must. There should be a proper use of modern technology for more effective communication (Ushakov et al, 2020). Multilingual support- Many hotels need to give service to customers from different nations who have their languages. To communicate with them properly the hotels need to have some staffs and managers who are proficient in multiple languages (Ettinger et al, 2018). 










	
Element 4 - Staffing 


	
The hospitality business is mostly service oriented. So having skilled, efficient, right, cool-minded and hardworking staffs are key to their success. So proper recruitment and selection, training and development, employee engagement, staff scheduling etc. need to be conducted very sincerely (Ushakov et al, 2020).  Recruitment and selection - The hotel needs to do a thorough inspection and properly select its employees and staff. So in staffing the hotel needs to thoroughly examine the possible candidates and select them thoroughly.  Training and development - Another crucial part of staffing for the hotel business is to prepare the staff according to their mission and vision and how they want to serve the customer. For that different training and development programs are crucial part as it enables the staff with skills, and knowledge and helps them to adjust to the change (Kandampully et al, 2018). Employee engagement - Proper engagement is also a key function of staffing that helps a hotel to increase engagement with employees, motivate them and create job satisfaction as well. It also enables open communication, recognition, work-life balance and so on (Ettinger et al, 2018).






In the essay, there has been a discussion of the key elements of the four elements that are very much important for the hotel business. Property Management Systems, hotel reputation, communication and staffing create streamless operations, enhance efficiency, build and maintains a good hotel reputation, effective communication, an effective workforce and so on. The key elements of the four elements help in creating an exotic experience, customer loyalty and attaining long-term success (Alrawadieh et al, 2019).  
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In this scenario It is your first day as a front desk associate and your manager
has phoned in sick Createan action plan and answer the following questions.
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What are you going
to do to ensure that
the hotel is
represented well to
guests?
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How will
operations run
smoothly
throughout your
shift?
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Why would you
consider your
plan being the
most effective?
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What contingency plan will
you put in place to ensure
‘quick resolution of this

Scenario in the future?
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Writing in essay format - Describe the key elements that are required when
considering these four elements of hotel operations:
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What are the key skills required to work
on the hotels front desk?
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