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Hotel receptionists interact with guests upon arrival, departure and during their stay. The hotel reception can help make a good first impression, increase customer satisfaction and create a positive image for the hotel.
Communication skills 
Hotel receptionists generally have robust verbal exchange talents, as this could assist them to speak to clients in individually and over the phone. For example, they could remedy issues, talk motel prices, book a room, supply instructions and offer an in-depth advent approximately what the purchaser can assume during their stay. Maintaining a fantastic tone while talking to clients can make certain a snug environment. Hotel receptionists additionally use powerful verbal exchange talents to speak about issues with others withinside the crew and discover regions of improvement hotel receptionists generally have strong communication skills, as this can help them talk to guests in person and over the phone. For illustration, they might break problems, bandy hostel prices, book a room, give directions and give a detailed preface about what the client can anticipate during their stay. Maintaining a positive tone when speaking to guests can insure a comfortable terrain. Hotel receptionists also use effective communication chops to bandy problems with others in the platoon and identify areas of enhancement.
Communication is critical for hotel frontal office and guest service workers. 
Technical skills 
Specialized hostel receptionists use specialized chops to work on computers. For example, they might use certain software packages and other processing systems that manage deals between guests and the company. With strong technological chops, workers can keep accurate client records in the system.
Organisation skills
Those operating in the front office of a hotel can also additionally have organisational talents which could assist them to perform the numerous specific duties for the role. For example, they could greet customers, answer the phone, reply to the manager, paint on the laptop and clear up any issues from the guests. With sturdy organisational talents, hotel receptionists can have stability in having fine consumer interactions with finishing their different duties. Organization is an ability that allows you to carry out your process well.
Problem-solving skills. 
Being front-of-house workers approaches you may be the primary individual whom visitors carry their issues to. These issues can be minor, together with a request for eating place recommendations. They can be major, together with a visitor whose reserved room isn't always wheelchair accessible, as they'd requested. There may want also to be sudden emergencies, together with a visitor in a clinical crisis.
If they may reply directly and creatively to those challenges, they may supply visitors with a terrific experience, and they may earn a terrific evaluation in your motel no matter the tough situation.
Patience
Patience is a virtue while dealing with consumers and solving problems, particularly when dealing with difficult clients or under time constraints. For instance, front desk staff members could finish paperwork, agree to work extra hours, deal with poor customer service, and cheerfully answer questions. Having patience with clients might help to create a relaxed atmosphere for everyone.
Interpersonal skills: 
When a visitor enters an office, the receptionist is frequently their first point of contact. This implies that to provide guests with a positive first impression and make them feel welcome, receptionists often need outstanding people skills.
Management skills
They can effectively structure their work to achieve goals because they have good time management skills. An effective method for beginners is to set short and long objectives. Receptionists can likewise chip away at dealing with they’re schedule and focus on their time all the more successfully. Consider delegating (wherever possible) and scheduling the required tasks in advance if they still have trouble finishing all of them. 
Writing abilities
Receptionists must send and reply to emails, prepare reports, and utilise chat applications at work. Excellent writing abilities are a need for a receptionist as emails with typos and errors will reflect poorly on the business.
Dependability
An excellent receptionist needs to be trustworthy. This entails paying close attention to detail and making sure that things are finished as soon as they are due. An effective receptionist may act as the centre of an office, keeping it together and running as smoothly as possible.
Even seemingly unimportant jobs ought to be completed to the highest standard. This needs to come over in your communications with consumers and how you deliver messages to the appropriate departments. A diligent receptionist plays a crucial role in the success or failure of a business.
Employers and bosses will be more likely to trust you with significant tasks in the future if you establish a reputation for being dependable. Your career might develop as a result of this reputation if you land a job as an executive assistant.
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Component Two:
Contribution to Overall Module Assessment: 25%
In this scenario – It is your first day as a front desk associate and your manager has phoned in sick. Create an action plan and answer the following questions.

	What are you going to do to ensure that the hotel is represented well to guests?
	How will operations run smoothly throughout your shift?

	Why would you consider your plan being the most effective?

	What contingency plan will you put in place to ensure a quick resolution of this scenario in the future?


	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	



Component Three:
Contribution to Overall Module Assessment: 50% (1000 words +/- 10%)
Writing in essay format - Describe the key elements that are required when considering these four elements of hotel operations:

	
Element 1 – Property Management Systems (PMS)


	
A contemporary hotel PMS unifies several work settings into a single piece of software. The arrangement of modules in a system and the functionality inside a module might change depending on the hotel’s demands. A capable hotel operating system should be able to handle, at the very least, the following duties:
#1 Operation of the front desk and reservations
The online booking engine and other distribution channels should be coupled with the reservation service, which has all inventory information and dates. The administration of the hotel may see the existing and forthcoming reservations on practical and user-friendly dashboards. They may maintain track of bookings and visitors, verify the state of rooms, and transfer people around as necessary.






	
Element 2 – Hotel Reputation


	







	
Element 3 - Communication 


	







	
Element 4 - Staffing 
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