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The hotel administrative department is responsible for supporting administrative functions which are necessary for overall operations performed in a hotel (Li et al. 2013). Rossington Hall provides luxurious accommodations and dining for various events like weddings and vacations located in the UK (Rosington Hall, 2024). During my undergraduate placement, I was appointed as trainee administrative supervisor in Rossington Hall.
My learning objectives were:
· To get practical experience in hospitality administration
· To improve my communication and technical skills
· To tackle high-pressure situations with strong decision-making skills   
· To gather experience in guest services or event coordination.
[bookmark: _661f5och48xn][bookmark: _Toc182332265]Discussion
[bookmark: _1esf34rb5x5z][bookmark: _Toc182332266]Section 1: Reflection on Experience and Personal Development
Gibbs's reflective theory is a cyclic reflective model which helps to isolate feelings and systematic reflection (Simply Psychology, 2024). 
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Figure 1: Gibb’s reflective cycle
(Source: Simply Psychology, 2024)
According to this model, 
Description: At first, I was keen to obtain practical hotel management expertise throughout my time at Rossington Hall as a trainee administrative supervisor. My job role was to headline the front office, check the files to see whether the guest requirements were met or not and perform operational work with my respective manager. I had performed more housekeeping work than administration. I still engaged in many administrative duties like initial welcoming such as greeting the visitors, and serving them at the reception while connecting with the other departments to ensure smooth operational service. Alongside the manager, I additionally checked rooms to ensure requirements were upheld for each guest.
Feelings: Initially I was frustrated and disappointed as I had hoped to gather more practical knowledge about managerial duties including event planning, budgeting, guest interactions, and managing the front office. I felt a bit anxious when I was asked to perform various housekeeping duties like handling laundry and Christmas decorations. These tasks have increased my feelings of inadequacy which causes worries and chances of creating errors or failing to meet the expectations of the hotel. Afterwards, I set realistic expectations for my work and I understood that unexpected experiences of tasks can provide valuable learning chances to shift my mindset from grief towards curiosity.    
Evaluation: During this work, I have developed client service and problem-solving skills promptly and emphasising courtesy, responsiveness and attentiveness. I have evaluated that, when visitors are understood and valued by workers, they are more reluctant to lodge grievances or raise problems.  I believe it lowers the requirement for the recovery of services. Furthermore, happy customers are more likely to spend more on hotel services, especially the lodging and café services of Rossington Hall, which boosts hotel earnings (Johnston, and Clark, 2005). 
Analysis: Although my employment at Rossington Hall focused primarily on housekeeping and guest handling responsibilities, I had anticipated gaining knowledge of the management of hotels. Since, the discrepancy between aspirations and actuality, I, initially, began to doubt my capacity to advance professionally and achieve my objectives. It helps an individual to identify daily hotel operations and handle checking to ensure standards of accommodation, flexibility of paperwork, and quick conflict-solving among guests (O'Fallon and Rutherford, 2010). 
Conclusion: I learnt how each position contributes towards the overall effectiveness of the hotel and the visitor experiences by actively participating in operational duties. Another important lesson I got includes appreciating and knowing each role in the hotel is essential to managing a venue like Rossington Hall. 
Action Plan: In future, I still want further training focused on administrative supervisors, but this job experience has helped me become a more holistic hospitality worker. I will utilise those opportunities in my future placement as well. I will actively seek chances to follow my senior managers from Rossington Hall as well as famous UK-based hospitality organisations like Hilton Hotels and Premier Inn and understand their style of leadership. I will seek professional help and mentorship from my senior managers a attend strategic planning workshops as well.  
[bookmark: _nl84a6oiwrtu][bookmark: _Toc182332267]Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge
I dealt closely with visitors all through my placement in positions including receptionist and visitor greeting, where efficient discourse created a good first impression while setting an atmosphere for a satisfying stay. By facilitating uninterrupted exchange of data across agencies, efficient communication reduces service outages. For instance, during a wedding event in 2023, the visitors were demanding additional super deluxe rooms. I have communicated with the housekeeping staff and provided explicit information regarding visitor preferences or particular demands from the reception desk. Open communication lines reduce mistakes and expedite services (Wood, 2013). I have developed problem-solving skills which helped me to solve the issues on the spot, like logistical adjustments or meeting the queries of the visitors. I have developed technical skills like being familiar with POS machines with Check-in or Check-out systems of Rossington Hall and handling inventories using MS Excel or Zoho. I can also take different hotel management software like Maestro PMS, Mews, FCS CosmoPMS and Holeliga to handle reservations, and guest interactions and ensure seamless hotel administration. This technical knowledge also helps to reduce the waiting times for the guests and ensure efficient front-desk practice to enhance visitor experience (Kruhlyanko and Kormakova, 2022). Reliability is ensured by the technical understanding of lodging procedures, thereby improving visitor confidence in the establishment's values and may result in customers returning.      
[bookmark: _vvb23d7x136n][bookmark: _Toc182332268]Section 3: Reflection on Organisational Issues
During my placement as a trainee administrative supervisor, I have faced several organisational issues regarding my role. I have expected to get professional training and involvement in managerial functions like overseeing business operations and decision-making processes. However, I engaged more in the housekeeping and front office handling work which indicates the lack of clarity in the responsibility and role for the new trainees. According to the Mintzberg Management theory, the managers perform 10 interpersonal roles which are categorised under decisional, informational and interpersonal (Mintzberg and Laasch, 2020). This theory can create a solid communication channel and ensure role understanding using feedback loops (Kirisci-Sarikaya and Sonmez, 2023). 
In addition, I did not get many chances to see or participate in strategy talks or make decisions with the executive team. My comprehension of the ways leadership generates choices resolves problems with operations, and creates long-term plans was hampered by this lack of engagement. For example, the current hospitality service relies on technological innovation, customers are demanding free Wi-Fi and USB ports (Kruhlyanko and Kormakova, 2022). During a Christmas event, a guest complained about Wi-Fi and event logistics which I was handling but as I do not possess much experience in this field, I could not successfully meet the demands or get any help from my supervisors. Lack of professional training leads to a lack of communication between trainers and trainees, thereby affecting the overall profitability of businesses (Tewari, 2009).
[bookmark: _48uxwlgf8c17][bookmark: _Toc182332269]Conclusion and Action Plan
From the above reflection, I have understood that my placement has developed a wide work-based skill range and a valuable chance to learn administrative services. I acquired practical experience in a range of hotel-related activities, including managerial responsibilities, organising meetings, file handling, housekeeping, and assisting guests. In order to ensure efficient hotel business and great customer experience, I also gained important soft skills including interpersonal skills, problem-solving as well as time management.
In future, I will try to achieve success in the hospitality industry by improving my soft skills like leadership, time management and teamwork via real-world examples, I believe, a strong and balanced knowledge base is essential for a successful career is ensured by integrating education with mentoring and practical experience. 
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