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	In order to successfully complete a variety of tasks within the hospitality sector, people must become proficient in a variety of hard and soft skills (Shin et al., 2019). In order to effectively control and supervise the different activities carried out within the hotel on a regular basis, front desk staff must undertake a variety of tasks. The front desks of hotels handle a variety of tasks, including guest registration, managing reservations for guests within the hotel, and informing clients about reservations and other amenities (Tewan, 2009). It takes a variety of abilities to succeed as a front desk agent in a hotel. These skills can help employees carry out their duties responsibly. 
The front desk employee is in charge of greeting visitors and assigning them to a room. The front desk staff is also in charge of giving instructions to hotel service members to clean rental rooms. They also support the management of additional papers and the logistical operations of the company. As a result, I need to develop the following talents to work successfully in the front office of a hotel:
Communication skills: As excellent communication is crucial for a front office position, I have to improve it if I want to succeed as an executive in the front desk of any hotel. Communication abilities are necessary to ensure good engagement with staff, management and customers that can help to comprehend their problems and inquiries and also consult with them when making decisions regarding the hotel’s front-line operations (Guffey & Loewy, 2022). I will be able to give information to management team members that may assist them carry out their duties more effectively if I improve my communication skills. Additionally, communication is essential for providing customers important information about reservations, deals, facilities and other issues (Guffey & Loewy, 2022). I should speak with consumers clearly as a front desk agent so that I can understand and address all of their concerns. It is crucial for front desk workers to represent them in front of customers in a professional manner so that they will have a favourable impression of the hotel’s service capabilities and dedication. By effectively responding to consumers’ inquiries, I could awaken their interest in the hotel and convince them to make a reservation. 
Problem-solving abilities: In the hospitality sector, having effective problem-solving abilities is also necessary for success in the front office. My ability to effectively solve problems will enable me to deal with consumer difficulties and offer suitable solutions. Immediate responses to client issues may help to boost customer happiness, which will support the development of strong brand identification among a wide range of rivals. I need to develop problem-solving abilities that will allow me to address a variety of customer concerns quickly and effectively (McGunagle & Zizka, 2020). I also need to learn how to respond to customer complaints in a way that would guarantee management transparency. Effective problem-solving skills will enable me to recognize the problems that customers are facing formulate a solution and then follow up with them to ensure that they are satisfied (McGunagle & Zizka, 2020).
Computer Expertise: Computer proficiency is necessary for front desk staff to manage and oversee a variety of tasks, including guest check-in and check-out, billing, making reservations, cancelling bookings, and other tasks. It is because, in modern times, the majority of paperwork is completed using digital media and software. Computer literacy or knowledge is the ability to use software, hardware and technical programs that is an essential skill required for being compatible in modern professional field (Van Laar et al., 2020). I will be able to do my tasks quickly and accurately with the help of computer education and will be able to keep the various departments’ operations connected so that I can notify customers. 
Flexibility: My ability to adapt my behaviour and attitude to evolving expectations and needs depends on my capacity for flexibility. As a front desk employee in a hotel, I should require flexibility skills to adapt to changes in organisation, timetables, practices and other concerns. The hotel service is available 24*7 on a constant basis. It requires the front desk to always have a staff member on duty to help guests check in and check out of the hotel. Front desk staff members need to be adaptable in order to comprehend the various needs of customers and provide them with the proper response so they will feel interested in remaining at the hotel (Tesone, 2015). It is essential because the demands and expectations of customers are changing all the time in the modern world. As front desk employees have to interact with people of different religions, cultures and social backgrounds, therefore, patience and flexibility is an essential competency of front desk employees (Smith et al., 2019). In order to build a positive impression of the hotel in the minds of guests, front desk staff members must be fluent in several languages and converse with them calmly.
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Component Two:
	What are you going to do to ensure that the hotel is represented well to guests?
	How will operations run smoothly throughout your shift?

	Why would you consider your plan being the most effective?

	What contingency plan will you put in place to ensure quick resolution of this scenario in the future?


	Offer warm greetings to customers
	I should offer a warm welcome to guests, try my hardest to reply to all of their questions and also make an effort to resolve any problems or complexity that they may be having. 
	I have put into place a strategy to guarantee the timely completion of numerous responsibilities that could serve to influence customers’ perceptions positively. 
	I need to make sure that the various departments of the hotel cooperate to offer guests prompt and efficient services. 

	Provide instant response to customers inquiries
	I will carefully listen to guests’ concerns and questions, then offer appropriate answers to help them feel content. 

	I should frequently check the customer service desk to see if there are any client complaints that could help to quickly address visitor issues. 
	Every visitor should be inquired about their impressions of the quality of service provided by a hotel, as this will help me to understand any issues that guests may be facing (Bardi, 2010). 

	Practise good hygiene and cleanliness
	I must reassure that staff members involved in housekeeping are required to frequently clean every room in order to ensure the visitors’ health and safety, and staff members involved in food preparation are also expected to practise good hygiene. 
	In an effort to prevent illnesses and germs, I gave my employees the task of sanitising every room. I also introduced automated equipment to assure touchless food processing. It will make the hotel more concerned about the health and safety of the visitors (Corgel et al., 2011). 
	In order to prevent health issues, I should make sure that each visitor enters the hotel after being sanitised. 

	Prioritise expectations of Customers
	I need to be sensitive in my customer communications so that I can better understand each client’s expectations in relation to their budget and be able to meet their demands with appropriate options. 
	In order to better understand each customer’s unique expectations, I used to conduct surveys among guests to find out what main characteristics and standards they are looking for from the hotel while choosing rooms for them. As a result, I am able to take action to provide services depending on what specific clients might want in order to give them a unique, positive experience. 
	In order to decrease the amount of unhappy customers and improve the hotel’s reputation in the market, I can recruit a customer care representative who can comprehend and resolve client concerns (Solomon, 2018). 



Component Three:
Describe the key elements that are required when considering these four elements of hotel operations:

	Introduction 
The following essay is based on evaluating key elements required for ensuring successful accomplishments of regular activities that needs to be performed by hospitality organisations. The hospitality industry is mainly based on satisfying clients demand and expectations by offering them best quality services. By implementing digitised software applications the management authority of any hotel will be able to ensure effective collaboration between various department and successful completion of every single activity with proper accuracy and efficiency.  

	Element 1 – Property Management Systems (PMS)

	The “PMS” or “Property management system”, is a well known software that streamline and automates hotel operations. The most important functions of the programme include processing payments and managing the front desk, appointments, channels, housekeeping, rates and occupancy. Hotels were able to eliminate labor- and time-intensive paper-based operations with the help of the software. The management authority of a hotel can regulate and supervise their operations while giving their customers the pleasures they expect with the help of hotel PMS systems (Nam et al., 2021). Making use of a hotel PMS has a number of advantages, especially for assuring successful completion of various front desk activities. PMS streamlines the check-in and check-out processes at hotels. For service delivery whenever and whenever customers need it, hotels use a mobile-integrated cloud-based PMS. 
The software that enables them to accept reservations, assign rooms, activate customer amenities, and check out clients now allows front desk employees to work remotely from any location with an internet connection. Hotels can save money on upfront hardware and software costs by utilising a cloud-based PMS (Chan et al., 2020). Hotels will lower technological cost and complexity by extending outside of their current boundaries. Hotels might open new outlets more quickly if they use a cloud-based PMS. Every modification in this software includes more features, boosting the capacity to provide the highest level of customer service, strengthening operational efficiency and boosting worker productivity (Bardi, 2021). However, as hotel PMS software has developed, more integration now offers advantages that reach well beyond the front office. 
The growing utilisation of PMS software in hotel management has made into an essential organisational tool for delivering hotels’ flawless and hassle-free client service. Currently, the hotel PMS connects with a number of on-site services that have a big influence in how the guest feels overall, including simple navigation, probablity, sales and event management, selling points for food and drink and more.

	Element 2 – Hotel reputation

	The process of influencing and monitoring a hotel’s reputation involves how the establishment is perceived globally. Maintaining a hotel’s reputation requires tracking reconsider websites, optimising hotel websites for search, participating in social media campaign and many other actions (Perez-Aranda et al., 2019). The quality of a hotel’s digital presence is essential to the overall success of the hotel and sustaining it has a big impact on how well it engages with rivals. It is possible to contact and communicate with attendees and event organisers through social media. Building brand loyalty could encourage real interaction and conversation, which might encourage repeat business and reservations (González-Rodríguez et al., 2019). 
The front desk of a hotel plays a significant role in increasing visitor satisfaction and enhancing the property’s reputation. 
The front desk staffs meets and communicates with customers and guests the most over the length of a hotel guest’s life cycle. The front desk can be contacted if customers have any questions while doing their enquiry. Once they are prepared to make a reservation, they can speak with the front desk. While having these conversations with customers, the front desk personnel may demonstrate both efficiency and politeness in an effort to ensure that they are happy with their lodging decision even before they arrive. 

	Element 3 - Communication 

	The foundation of every hotel’s success is effective communication because it aids in keeping potential guests, who may increase sales and profitability, satisfied. Effective communication is an essential element of any hotel’s success because it helps in keeping hold of potential clients who could boost revenue and profitability (Hammer, 2016). Customer engagement and service quality are the major factors that determine a hotel’s reputation. The management will be able to comprehend the genuine needs and expectations of different customers and address their issues if they have better interactions with them. Positive and encouraging communication must be used by the front desk staff both internally and outside. Front desk employees are accountable for collaborating with all other hotel departments and other portions of those departments in order to do business smoothly and distribute information in effective ways (Idayanti et al., 2020). 
Due to the fact that front desk staff members interact directly with clients, they are required to calmly listen to their issues and use all reasonable efforts to find immediate solutions. In order to prevent further misunderstandings and allow clients to openly express their difficulties, it is crucial that the front desk employees always communicate clearly with them. Maintaining efficient communication may contribute to the development of a distinctive personality within the sector and may result in more customer recommendations (Jhaiyanuntana and Nomnian, 2020). 

	Element 4 - Staffing 

	In order to establish an effective and qualified workforce, staffing is the process of identifying, selecting and evaluating individuals from a wider pool of eligible applicants. Building a competent team is crucial for the efficient operation of a hotel’s numerous activities and the consistent provision of friendly greetings and services to guests (Li, 2020). Finding qualified applicants for the many positions within the hospitality industry is the primary goal of staffing (Nikolskaya et al., 2022). Finding the ideal workforce necessary for carrying out a hotel’s regular commercial operations is a critical part of staffing. 
In order to provide exceptional service to the customers, the management authority of a hotel should ensure that the front desk employees are performing effectively and that there are enough employees to accomplish required activities for offering best quality service to customers. Communication, problem-handling, interpersonal, active listening and computer expertise are some of these essential skills that managers should consider while recruiting any candidates as the front office employee in a hotel (Nikolskaya et al., 2019). It is crucial that the management authority provide responsibility for any particular assignment to the qualified candidates so the employee may accomplish the task quickly and easily. 

	Conclusion 
The management of regular operations and the rendering of customised services to customers are activities that should be managed and controlled by effective software management solutions throughout the hospitality industry. The key elements required in the hotel industry with their importance has discussed in the above essay. By ensuring effective operations, fantastic tourist experiences, simple interactions and qualified employees these elements streamlines the overall performance of a hotel.
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