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Reflective Journal

Introduction
During my placement at Coldra Court, I worked under the leader of various departments in the hotel, where I observed and learned various administrative roles. The departments where I had the privilege to learn about their administrative functions include sales, human resources, finance, revenue management, and social media/communications. Coldra Court has a manager heading each of these departments and their assistants, who provide the necessary leadership to the staff in the departments, which are aligned with the general hotel goals and operations. In the absence of the manager, their assistant takes over the day-to-day running of the departments, where they assign duties to the staff, supervise them, address their concerns, and deal with any complaints about their staff. In addition, the leaders are involved in making decisions that pertain to the functions of their respective departments. 
The learning objectives for the placement within these departments include: 
· To learn about the administrative functions of sales, human resources, finance, revenue management, and social media/communications departments
· To understand how the leaders of the departments handle various issues pertaining to the department
· To learn the leadership styles employed by the heads of the department 
· To understand the decision-making process followed by the department
· To learn leadership skills and competence needed in the hotel administration


Section 1: Reflection on Experience and Personal Development
The GIBBS model will be used to reflect my experience and personal development during my placement at Coldra Court in managing hotel administration. Gibb's model comprises six steps, including description, feelings, evaluation, analysis, conclusion, and action, followed when reflecting on an experience or situation (Markkanen et al., 2020). Markkanen et al. (2020p5) indicate that Gibb's (1988) reflective cycle supports reflective learning from experience by offering a framework for reflection.
Description
In my placement, I worked in a shadow supervisory position in the hotel's sales, human resources, finance, revenue management, and social media/communications departments. Under this role, I carried out various tasks such as overseeing the human resource functions such as appraisals, and training the staff, supervising the financial officer analysing the financial reports of the company, collaborating with other departments through coordinating with their stakeholders, decision making on the social media/communication the department should employ when developing marketing strategies, and analysing the sales and revenue data generated by the staff before their publication. In addition, I observed the use of systems in the departments, such as the central reservation system (CRS), point of sales system (POS), and human resource management system.
Feelings
The administration roles at Coldra Court in managing the hotel are carried out by the senior staff. Thus, I was not comfortable, feeling uneasy working with these senior personnel as I thought they would be very strict with me, with a lot of demands that I could not meet. However, this feeling changed immediately after I started the placement in the departments as the managers, their assistants, and the staff working there were very supportive, building my confidence. As highlighted by Men et al. (2020), leaders play great roles in employee motivation through their support and leadership styles, which was evident in these departments. They provided me with the necessary support and guidelines, as they were ready to lower their standards to accommodate and help me learn the administrative roles in the departments.
Evaluation
Everything went well during the placement as I successfully completed the placements and experienced administration roles across various departments in the hotel. However, what did not go as well was the longer time it took me to adapt to the hotel's culture, which affected my experience as some of the practices were new to me. 
Analysis
A good leadership style that accommodates everyone across the hotel's departments contributed to the success of the placement experience (Rabiul and Yean, 2021). Besides, good communication was critical in ensuring the success of the placement experience as it led to the issuance of clear instructions and guidelines that made it possible for me to work under the managers in the departments (Ghani et al., 2022). However, failure to familiarise myself with the hotel's culture made me take a longer time before adopting since I did not take the aspect seriously in the first days of the practices. 
Personal and vocational development, such as industry experience, placement, and academic journey, positively impact understanding communication, teamwork, task management, personal skills, and guest services as they expose one to the most effective strategies for executing them. Thus, during the application, it becomes easier to apply the aspects as one has been exposed and engaged with them before. As noted by Li et al. (2020), exposure helps one to familiarise oneself with the operations of the workplace and the approaches that lead to better performance. 
Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge
Work-based skills and technical knowledge are essential in managing hotel administration since they prepare one to work in the environment by having the necessary competency to carry out various administration roles. Besides, technical knowledge is critical in understanding the technical aspects needed to administer different duties in the hotel. Specific work-based skills encountered during the shadowing experience relevant to administrative tasks include communication, teamwork, task management, and personal skills. Communication helps in engaging, issuing instructions, and coordinating with other departments for the overall working of the hotel (Tanković et al., 2021). On the other hand, task management entailed the allocation and assigning of duties among the staff, depending on their performances and qualifications. In addition, teamwork, where the heads of the department coordinate the staff and with other departments, was critical in administrative roles as it helped in better execution of duties across the hotel through the teamwork of all departments (Phuong and Huy, 2022). Moreover, personal skills observed during the placement, like discipline, time management, and accountability, help carry out administrative tasks (Farokhzadian et al., 2020). On the other hand, I encountered technical knowledge such as using department systems, such as the central reservation system (CRS), point of sales system (POS), and human resource management system., which help execute different administrative tasks.
Section 3: Reflection on Organisational Issues
The overall experience was good, as I worked under supportive management, allowing me to learn many administrative functions of the hotel, leading to a better experience. However, one issue I encountered that can affect the hotel's administration is that they do not prepare future leaders by mentoring other staff who can take leadership roles in case some senior position falls vacant, relying on hiring those qualified from elsewhere. This issue impacts the department's performance, guest service, and overall operations as it leads to discontinuity of the leadership aspects, which can take time before becoming familiar with the environment and culture. Thus, to address this issue, the hotel should have a mentorship program to prepare some of its staff for future leadership roles. According to Shukas (2020), mentorship programmes are critical in preparing leaders by equipping them with the skills that align with the organisational goals, objectives, and culture. This solution can be supported by the behavioural flexibility theory by Yoesope Edhie, which indicates that people can modify and adjust their actions and respond to different situations and contexts (Rachmad, 2022). Thus, with a mentorship programme, staff have skills and competencies that align with the hotel's environment and culture. 
Conclusion and Action Plan
Shadowing experience is critical in personal and professional development. Through the placement, one can observe other senior staff as they execute their duties and learn from them. In addition, working under someone experienced helps educate those learning from them on various aspects of their operations. Moreover, it allows one to learn to ask questions and clarify various issues, leading to better understanding. One action I seek to take in the future to improve my skills is enrolling in a digital literacy course covering information systems and their use in different settings. In addition, I will enroll in a communication course to improve my communication skills.
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