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Overview 
Hotel management and hospitality require individuals who operate professionally. The first impression of a client is very important. Clients may be chased away by the type of attitude they receive from the front desk. Hotels should hire individuals who are dedicated to making no mistake in matters concerning hospitality. 















Introduction
Front offices tend to be the first and last stages that guests interact with. The front office paints a hotel’s image hence needs a careful and professional individual to be placed in that department. In hotel management, it is the responsibility of the front office to sure that guests are fed with positive information concerning the hotel. The front office creates an image of the services being offered by the hotel. It is the front office that is delegated with duties such as answering inquiries and directing the question to the right persons or departments. Communication is the key factor when it comes to the front office department in a hotel. Good communication skills have to be developed for one to be able to deliver services effectively to guests and even fellow staff. Though working to a common goal, each individual in the hotel and hospitality industry has defined roles.
Importance of Front Office in Hotel
Being in a competitive hospitality field, the front office department is required to be on the forefront to make sure that clients are treated uniquely and courteously (Melián-González & Bulchand-Gidumal, 2017). Customers have grown different expectations hence making the front office department develop a desire to show commitment towards satisfying the client’s desire. On the other side, with the aid of technology, front office management is capable of connecting with clients all over the world, book for their space, traveling mode, make payments and being able to direct on where to find the hotel (Melián-González & Bulchand-Gidumal, 2017: Islam, 2018).. For instance, it is not like before when front office management used to look for clients physically. Nowadays, technology has brought change and advancement hence making search easy through a single click. The kind of engagement that clients go through at the first time determine whether they are equipped with the power to come back or not.
The front office department creates a relationship between clients and the hotel. If a negative relationship is created; therefore, the hotel can get negative recommendations and may fail to get customers soon. If the hotel gains positive recommendations through a positive relationship with its clients, therefore, it means more clients will be flocking soon (Sayin & Karaman, 2019: Astuti, Ginaya & Sadguna, 2018). For instance, if a client is welcomed with a glass of juice or a bottle of water, they would be interested to know what beyond such hospitality thus making it a routine for clients to always request about services being offered and may, in return, recommend others to visit the hotel. Responding rudely to a client might lead to unpleasant ending hence creating a scene that is unforgivable by the clients hence losing clients that could have been of importance to the organization.
Maintaining customer relations is very crucial when it comes to customer retention. Hotel sections and departments are connected, and this calls for all employees to work together while ensuring there is smooth functioning of the unit with the eventual objective of appreciating their clients (Astuti, Ginaya & Sadguna, 2018: Kimes, 2016). The hotel industry always encourages employees to be professional, possess good communication skills as well as interpersonal skills to build a rapport with the clients. For instance, clients ought to be respected and treated with professionalism to maintain a hotel’s reputation all through.
 The importance of front office operations includes activities that make the organization moving and making the required profits. Through front office operations, hotels are well-maintained in terms of cleanliness and smooth running of duties. Astuti, Ginaya & Sadguna (2018), in hospitality, the front office makes sure that every activity is working smoothly and perfectly. Communication is the key aspect of smooth operation. It has to be employed in all hotel departments. Each individual in the hotel sector understands their responsibilities hence making it simple for operations to be effectively delivered (Astuti, Ginaya & Sadguna, 2018). For instance, a client might be availing to spend in the hotel for the first time; the first impression received from the front office determines whether to stay, to go or never come back. It is important to equip visitors with the best services to attract recommendations and other frequent visits.

The Operational Role and Importance of Front Office Manager.
The head of the Front Office Department is the Front Office Manager. The Front Office Manager takes up the role of coordinating activities from one department to the other, supervising the subordinates and giving directions on what should be done rightfully in order to avoid conflict between departments, appointing and training new employees into the field of hospitality, formulating the financial plan for front office subdivision, routine assessment of all workforces (Astuti, Ginaya & Sadguna, 2018). As well, it is the responsibility of the front office manager to make sure that all complaints from clients and other colleagues is well addressed. By giving orders on what should be done, hotels experience the smooth operation of activities hence creating a conducive environment for every workforce.
Night Auditor
Night auditing is mandatory in a hotel because it completely controls the day-to-day transactions. Check all booking discrepancies, post fees and generate sheets, update housekeeping status and close counters. The basic task of the night auditor ranges from visitors check-ins to visitors medical emergence. The night auditor also performs special function of balancing account and finances. They are also expected to the bar in the hotel and prepare activity logs for the following day.  Night auditor reports are vital in enhancing the efficiency of the administration. Report from the night auditor the front office manager can easily access the statistics of daily room occupancy and finances which can be used to regulate sales forecast. Viewing reports from night auditor frequently and responding in a timely manner will allow greater control in meeting the goals set for the management. 

Many hotels that have an extended credit line for corporate and travel agencies have the option of sending messages requesting partial or full payment. Also, the Account report that is generated must be reconciled with the actual cash collections and credit card receipts by the accounts department at the counter. These reports are also used to reconcile the financial data and to ensure the accuracy of all revenue recorded for that day. With automatic night audit reports, the task of the night auditor reduced the crowd. With the accuracy of the information obtained by automating with property management systems, reconciliation and data transfer happen at the click of a button. Therefore, it gives more time and information to senior management to review and use the feedback received from these reports in a smart and timely manner for increased efficiency.

Conclusion 
To sum up, hotel management and hospitality require individuals who operate professionally. The first impression of a client is very important. Clients may be chased away by the type of attitude they receive from the front desk. Hotels should hire individuals who are dedicated to making no mistake in matters concerning hospitality. The relationship between clients and hotels should be maintained for clients to find it a pleasure coming back to the same hotel. As well, in a hotel, different departments have different responsibilities though having a common goal of making sure the clients are satisfied with the services offered. From night auditor, receptionists, front desk manager, chefs, waiters and waitresses, they all should ensure there is smooth running by performing their duties effectively. 
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