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	[bookmark: _Toc150897687]Introduction
I have worked in Double Tree by Hilton Hotel & Spa Chester at the Front Office. I had to perform an administrative role. From my experience, I have learned that playing an administrative role in a hotel requires a collection of skills and attributes as the job introduces different situations to deal with. I had to perform administrative tasks such as scheduling, booking, billing, and so on at the front desk.
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Figure: Double Tree by Hilton Hotel & Spa Chester (Bardi, 2010)










Gibbs Reflection Model
The Gibbs reflection model can enable me to reflect on my experiences as an administrator at the front desk at Double Tree by Hilton Hotel & Spa Chester (Jia et al., 2022).
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Figure 1: Gibbs Reflective Cycle (Mishra et al., 2021)
Description
During my service as an administrator at Double Tree by Hilton Hotel & Spa Chester, I had to attend to incoming guests and serve them. I had to perform various tasks including booking, scheduling, billing, and the like. My colleagues at the hotel helped me to perform the tasks with proper protocols (Rocha, 2021).
Feelings
When I first started working as an administrator in such a prestigious setting, I felt overwhelmed with excitement. I discovered that certain abilities, including problem-solving, creativity, inventiveness, communication, time management, and the like, call for particular approaches in order to develop progressively However, my colleagues understood my pulse as a newbie and helped me navigate this new environment (Casado, 2012)



Evaluation
I felt that having in-depth knowledge about the services offered can help a person be confident in providing service. I felt that effective communication is one of the most important skills to have while working in a hotel (Fachada, 2023).
Analysis
Upon analysis, I have found that critical thinking and analytical abilities are essential to solving the diverse problems in the workplace (Cardoso, 2021).
Conclusion
Through my experience as an administrator at the Double Tree by Hilton Hotel & Spa Chester Hotel, I can conclude that work experience can enhance a person’s skills and knowledge base (Mishra et al., 2021).
Action Plan
I plan to improve my communication skills as it is essential to becoming an effective employee in the hotel industry (Wu et al., 2021). I have also understood the importance of reflection on facilitating learning and development on a personal level through this assignment.


	Section 1: Reflection on Experience and Personal Development
Experiential Learning
From my experience of working as an administrator at the front desk at the Double Tree by Hilton Hotel & Spa Chester Hotel, I have learned many things. The challenges that I had to face while performing the various tasks pushed me to learn new things about workplace dynamics. I have learned that it requires critical thinking and communication abilities to become an effective administrator. The various challenges are fertile grounds for learning and growth (Wood, 2017).
Leadership Development
My work experience at the Double Tree by Hilton Hotel & Spa Chester Hotel made me realise that leadership is one of the most fundamental qualities that distinguish one employee from others. I had the opportunity to practically observe the required leadership attributes of an administrator. To fulfil the changing expectations of clients, hotel personnel must continually enhance abilities. I developed my leadership abilities by actively engaging in the tasks (Hagg, 2013)
Communication Enhancement
Another critical reflection of my experience in the Double Tree by Hilton Hotel & Spa Chester Hotel is that I learned about the importance of communication abilities. From my academic understanding, I knew that communication is an indispensable skill to have in the business world, especially in the service sector. However, only while working at the front desk as an administrator I could practically muster the true essence of what it means to have proper communication skills in the workplace. I had the opportunity to develop my communication skills from my day-to-day experiences (ASET, 2017)










	Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge
Core Competencies
Working as an administrator at the front desk in a reputed hotel like Double Tree by Hilton Hotel & Spa Chester requires the mastery of some core competencies. Workers need to come up with plans for growing their skill sets via ongoing education and experience. For instance, having communication and leadership skills, thinking analytically, having detailed knowledge of the services, and having emotional and cultural resilience (QAA, 2018)
Theoretical Knowledge Application
I also had the opportunity to apply my theoretical skills while working in an administrative role. Although my academic pursuits taught me the value of lifelong learning to stay abreast of evolving business demands, my employment at the Double Tree by Hilton Hotel & Spa Chester allowed me to see this idea put into practice. For instance, I have learned to think from the other person’s perspective to understand their demands. Such thinking allowed me to better serve the customers (Rocha, 2021). 
Technical Skills
Working in a hotel also requires the learning of technical skills such as lodging, billing, scheduling, and the like. I learned that these skills can be learned through formal training as well as practical learning from the guidance of colleagues (Mishra et al., 2021).


Section 3: Reflection on Organisational Issues
Gaps in Organisations
There are often many gaps in the existing service design of organisations including a world-class hotel like Double Tree by Hilton Hotel & Spa Chester. These gaps are sometimes large and sometimes small. The employees working on the frontline are the ones who can identify these gaps the most (Jia et al., 2022). From my experience, while working in an administrative role at the front desk of Double Tree by Hilton Hotel & Spa Chester, I have practically observed this phenomenon. My colleagues could indicate how services could be improved by making little adjustments. I could point out a point or two while working at the front desk. 

I realised that hotel industry employees must keep a close eye on the changes in approach and service delivery 
Workplace Conflicts
Conflicts are inevitable in the workplace setting. The hotel industry is a place where people must interact with customers continuously. Therefore, the employees must be prepared mentally and skills-wise to face and handle conflicts. In order to advance to a better position, my colleagues intended to enhance their skills. While working at the front desk at Double Tree by Hilton Hotel & Spa Chester, I experienced some conflicting situations where I had the opportunity to apply my conflict resolution abilities (Fachada, 2023).
Organisational Culture
Organisational culture plays a critical role in determining the engagement and performance of employees. Dealing with hotel guests gave me the chance to improve my software learning abilities as well. For instance, I noticed that Double Tree by Hilton Hotel & Spa Chester prioritises the creative thinking abilities of employees which eventually affects the quality of the services (Cardoso, 2021).








	Section 4: Future Action Plan
Professional Goal Setting
Through my experience at Double Tree by Hilton Hotel & Spa Chester Hotel, I have learned that setting professional goals is important as it enables employees to increase their competencies. I also had the opportunity to enhance my software learning skills while dealing with hotel guests. My colleagues planned to upgrade their expertise to be promoted to a better position (Wu et al., 2021).
Strategies for Skill Development
Employees must devise strategies to develop their skills through constant learning and experience in the workplace. I learned that skills such as creative thinking, innovation, communication, problem-solving, time management, and the like are some of the skills that require specific strategies to develop gradually (Wood, 2017).
Continuous Learning
Although I learned from my academic endeavours that it is important to learn continuously to keep up with the changing workplace requirements, I practically observed the application of this concept while working at the Double Tree by Hilton Hotel & Spa Chester. The hotel industry requires that employees upgrade their skills regularly to meet the evolving needs of the guests (Jia et al., 2022).















	Conclusion
I have learned a great deal through my experience of working in an administrative role at the front desk of the Double Tree by Hilton Hotel & Spa Chester Hotel. I could learn about the diverse requirements of skills and expertise to become an effective employee in giving hotel services. My work experience at the Double Tree by Hilton Hotel & Spa Chester Hotel has taught me the value of professional goal-setting because it helps staff members advance their competencies. 
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