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ROLE OF COMMUNICATION BETWEEN THE FRONT OFFICE AND OTHER DEPARTMENTS IN EXECUTING OPERATIONS SUCCESSFULLY
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1.0 					Introduction
Communication in any organization is termed as its soul (Seyitoğlu, 2017). In hospitality Industry, it becomes cause of success or failure of the hotels. All the departments within a hotel use this weapon for the achievement of organizational overall goal. These departments interact with each other but are directly linked to front office department within the hotel settings. This department is responsible for providing quality guest services. The customer starts and ends its communication with this department. But this department has to communicate with all other departments to ensure effective guest services. Such communication yields to cooperation, trust, unity and ultimately success (Sibanyoni and Tabit, 2018).
The communication between Front office and other departments to execute all the operations successfully can be best analysed as follows.
· Communication between front office and Human Resource department
Human resource department is responsible for the recruitment, selection, training and development, performance appraisal and other services. This department communicates with Front Office to get detail of qualification for the recruitment of suitable staff (Sayın, 2018). HR can never be able to achieve its objective without consulting front office and similarly the later will be unable to provide quality guest services without the help of human resource department. Similarly, front office provides job description and job specification to human resource to recruit the staff which can work efficiently to provide satisfactory guest services.
· Communication between front office and Accounts department
Accounts department keeps the record of guests’ dues, balances, discounts, packages and returns etc. Thus, front office department communicates with it for early settlement of payments. Therefore, it is necessary to maintain effective communication with accounts department. Guests always remain concerned about their payments and receipts and the whole image of a hotel gets effected if proper billing is not done due to failure in proper communication.




· Communication between front office and Food and Beverage Department 
This department also plays vital role in hotels and communication with this department helps the front office to meet all the needs related to food and beverages during reservation. Guests always want such items in time and this can only be possible if right and fast communication is ensured between food and beverages department and front staff office. Further, front office provides information to food and beverages department about the new demands of guests and the later improves accordingly. 
· Communication between front office and Marketing and Sales Department
The department is spine of the hotel and works effectively if there exists a solid communication structure with front office. It does environmental scanning and trace new needs and wants of the customers and coordinates with from office department which sets its strategies and policies accordingly (Seric, and Saura, 2015).
· Communication between front office and Housekeeping
The front office staff always remains in close interaction with the housekeeping department, so that the vacated accommodation always remains clean and ready for upcoming guests. Also, the requests regarding security of accommodation, complaints as well as requirements regarding amenities of guests, removal of used dishes, change of bed sheets and utensils are passed to housekeeping through front office.
· Communication between front office and banqueting department 
Front office department provides information about expected guests who attend the banquet. With the help of banqueting department, front office arranges guidelines for the guests who are new to the venue. The banquets are arranged on the basis of information front office furnishes. Similarly, the success of weddings in hotels entirely depends on the mutual cooperation of both departments which is strengthened through communication.
· Communication of front office with Security department
Security department is responsible for the protection of guests and their luggage. For this purpose, front office manager always keeps in touch with it. The emergency situations, threats from any corner inside and outside and complaints of guests regarding security measures are communicated to security department for its prompt actions.
2.0. Bridging the Communication Gaps between the front office and the other departments in the Hotel business.
Effective communication always depends on the efforts of both sender and receiver of communication. The departments ensure it through mutual cooperation, unity and understanding. Moreover, the staff of all the departments responds in time and according to the demands. They remain courteous and polite in their tone. The language of the message communicated is always clear and intelligible. They focus more on listening than speaking to get clear idea of the demand of the department. Front office manager gathers the raw information from guests and deliver the final relevant demand to the relevant departments. He follows up the communication and asks for early response. He is head of the front office department and works as representative. Therefore, he is supposed to keep friendly relations with heads of other departments. There is proper training of the employees of all departments to tackle difficult situations through communication. They are made aware of significance of effective communication. Further, these departments use following ways to ensure effective communication for hotel operations.
· Team meetings
This is the best way for updating the hotel operations and answering urgent queries. At least one representative from each department takes part in the meeting. The views of all the departments are gathered and decision is taken on the spot. Team meetings play key role in effective communication to smoothen the hotel operations. 
· Email
Departments use email as a medium of communication for distributing information to relevant departments. Similarly, responses are received via emails. This channel makes the communication process more fast, easy and effective.  
· Instant messages 
These messages are sent to produce quick responses. The departments sometimes need some information very quickly to fulfil needs of the guests. For this purpose, instant messages are used between departments to get required information.

· One-on-one meetings
These meeting are conducted with one of the representatives of a department to discuss an issue regarding hotel operations. In this way, the problem is solved with the communication between two main personnel of the departments and save the time of others. Such as one-on-one meeting with front office manager and marketing executive.
· Dinners/Parties and trips
Sometimes dinners and award nights are arranged for the employees for informal communication. By doing this, understanding and cooperation is created between them. Many hotels plan trips for their employees where individuals from different departments interact and communication. Such informal communication leads to the effective formal communication during hotel operations.













4.0. Conclusion
To sum up, communication plays the most crucial role in bringing the departments on one page to serve guests of hotel. All the departments are interconnected and rely on each other to ensure best delivery of guest services. Front office is a central department to which every department communicates. It has to keep a close liaison with all departments because it is directly responsible for the success or failure of hotel. For this purpose, communication is the only way. Moreover, departments use many tools and techniques to ensure effective communication for delivering hotel operations. These tools and techniques are used as per requirement or need of the time. Such tools and techniques for effective communication are equally important used as per their need. 
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