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Introduction

Hospitality and hotels are the major part of any comfort to visiting places. They are well known for their well services and amenities to the guests. They strive to perform best into the hospitality of guests and management. This below described topic highlights the main function of front desk and hotel operations in contrast to provide best possible amenities to guests.

Task

Undertake efficiently a variety of different positions within hotel administration and front office operations and gain an appreciation of the importance of work knowledge skills within this area of front office operation
Front office operations
Front office or front desk in hotel refers to be the reception area and the core operation department. As per front office is responsible for implementing and monitoring, handling of internal tasks and operation to facilitate the guests and hospitality (Bardi, 2003). Front desk is the first involvement of any guest to get them admitted in hotel or making them aware with hotel facilities and amenities. A front desk is responsible to provide amenities authentication such as Wi-fi, events timings, special guest events and any other guest related operations (Shin et.al, 2019). Apart from this it manages the guests welcoming activities, their additional requirements, guiding them about their issues, environmental scenario, roaming spots and sight scene visiting’s or any other.
Hilton hotels & resorts aka Hilton hotels in UK can be taken in regards to get clear understanding about front desk operations and connection with guests. It deals with having guests onboard and facilitating amenities. Hilton hotels are providing full services in hotel leisure being at vast scale and having chains of hotels on different tourist’s attraction points. Hilton is the flagship brand of American multinational company having the possession of Hotels and resorts (Melian-Gonzalez and Bulchand-Gidumal, 2017). For the statistics in providing mammoth comfortable facilities it has 586 hotels and resorts with 215,623 rooms in 85 countries and territories across six continents. While it has covered all the locations near, airports, convention centres and major city centres it has to manage front desk and operations accordingly. For e.g. near airports guests timing and stay can be accordingly to flights, convention centres may give opportunities according to events and major cities can cover occasional moments and events.
Front desk in any of these hotel or others has the authorities to communicate and execute task related to housekeeping, parking amenities, food services, laundry, room services and any others. Front office or reception area gives an attractive leisure image about hotel and facilities. As well as the guests can have communication regarding any issues weather it is related to room services, housekeeping, pool, parking or payment related issues and any other (Kimes, 2016). Front desk is the solution for all the problems for their guests accordingly. The Staff at reception always remains approaching, helpful and acceptable personality, so the issues can be solved efficiently and effectively. The reception area follows the rules and regulations according to authorities in terms to run the hotel operations smoothly.
Managing activities in front office of Hotel
The staffs also manage the outbound hotel inquiries, answering phone calls, sorting and distributing mail and scheduling meeting and travel for executives (Bardi, 2003). Any information can be obtained from the reception related to guests. Front office is also the first and last point who interacts with the client. The front office also manages the guest’s requirements and implementation. It collects the feedback from clients by making them filing up any form or reviews, ratings or any suggestions (Szende and Reddy, 2017). The front office personalities create a nexus with guests, so the guest might think about staying the hotel for the next time too. If the front office is efficient and influence able, it gives the guests to take away a memorable stay of hotel. Having communication with all internal departments including securities, room services, laundry, food, pools, event and valet services, front office become efficient enough to run the service and comforts all over the hotel and resorts.
Key importance of front office in hotel
Kimes, (2016) argued that Front office promises for having managing skills including guest’s reports, their document validation, inventory management and requirements, giving the performance reports to admin, auditing of files, cash reports, stationary related stuff managements such as printer, notepads, files, operational collective reports, meetings and etc (Shin et.al, 2019). As well as the front office manages the bookings, existing stay, period of guests, check-ins & check-outs of the guests. It ensures the guests are having leisure with the hotel rules and regulations. The guests are not to be disturbed with other guests, ensured by the front desk staff. In case of any conflict front office is responsible to solve the problem with the help of security department accordingly.
Analysing the operational role of following 5-star Hotel Front Office staff: (1) Front office manager (2) Night auditor (3) Property Management System
[bookmark: _Hlk23780540]The operational role of front office plays a crucial role with the help of staff and strategy hospitality planning. Front office comprises of front desk staff, night auditor, agents and helping hands and resources. The system related issues with hotel software’s, guest’s authentication over Wi-Fi or other services are also maintained by front desk staff. The key elements front office manager, front office manager, front office agents and night auditors are described below with their contribution and importance to hotel.
Front office manager 
Front office manager is responsible for managing front desk staff and all the operations in the hotel. Managers have authorities to implement some strategy and process effectiveness and any other guest’s related facility. It also manages the front desk staff availability according to requirements (Kavanagh and Johnson, 2017). Manager is considered to be the responsible for any malfunction of operation or amenities. If the issue arises from any department the manager is contacted in regard to complain or any feedback about services. The staffs of front office are in the case of communication with managers and admin about any issues related to work or some other things (Bardi, 2003). Managers also ensure to keep track of each staff personally and professionally at some extent. The manager’s stands for the personality to represent the whole reputation of hotel.
Along with the manager shoulder some responsibilities comprising of managing budgets, recruiting & training supervising staff, maintaining statistical and financial records and promoting & marketing the business. Some times in case of some queries arise manager is considered to be the resolver (Ionel, 2016). Any miscommunication between staff members is also proceeding to the manager and he/she takes the decision accordingly. Sometimes the manager has to communicate the higher authorities if the issue is related to property or any major issue which requires the involvement of higher authorities.
Night auditor
 A night auditor is an addition to function of accounting, may include typical front desk functions, records of check-in and check-out, responding of guests complains, handling queries and issues arises during customer stay. It is a daily review of guests account transactions records and other segments. It is typically performed in late evenings, so it can have the entire day daily audit. The night auditor of hotel is responsible for managing and verifying accounts and posting balances. They generally cross check daily hotel activities (Melan-Gonzalez and Buichand-Gidumal, 2017). The audit is performed by individual when all the staff leaves. The auditor generally monitors the operations of front desk, customer services and maintenance duties.
Property management system
 Property Management System is considered as the hotel administration within the hotel which is mainly used for the reservation, occupancy and availability management. Check-in and check-out, guest profile, images as well as report generation are also managed under property management system. The application of the property management system is also used under in-house for controlling onsite activities of the property. In the context of Hotel Hilton, the team of the hotel conduct property management system through which front office department maintain all the information about the guest along with management of the property activities (Kimes, 2016). The implementation and application of PMS will help the hotel and its front office staff to monitor the availability of the rooms in the hotel so that guest will not face any kind of discomfort situation during their stay.
Conclusion
After summing up the above description it shows the niche importance of front desk and tis individual segments such as property management system, managers and night auditor. All the different segments make an efficient hospitality management in regards to guests and their stay at hotel.
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