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Executive summary
The report was based on the factors of learning log that states the strategy used for helping students to think and achieve betterment in their areas of interest. The report was based on the firm Rossington hall situated in the United Kingdom. The reflective statement was being presented by including the operation based on the administrative role. Lastly, action plan was presented for improving internal skills for sustaining growth opportunities. 
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The learning logs are the personalised learning resources that are created for learners to record their challenges being set by their teachers for enhancing their internal capabilities. 
The report will be focusing on the firm Rossington Hall, which is situated in South Yorkshire, United Kingdom (Rossingtonhall, 2024). The reflective report will be presenting thoughts based on the factors showing personal experience supervisory position as duty manager within an administrative role. Along with it, this will be showing reflective statement and action plan. 
[bookmark: _Toc167373449]Administrative role
The duty manager works on the role of supervising and guiding the office team by coordinating teamwork schedules in the office of Rossington Hall, United Kingdom. 
As per the words of Bardi (2010), in the administrative roles within the front-back office, human resources can help an individual to place boost on their professional growth. This position can help in achieving betterment in appropriate terms by developing skills like communication, problem solving and management.  
Casado (2012), contradicted that apart from the benefits of working in administrative roles in different departments there are certain types of drawbacks too for it. This brings in big responsibilities for managing internal work, which creates issues for the individuals to work under pressure by feeling isolated. 
Hagg (2013), stated that developing work-based skills can help in securing job opportunities by making individuals to perform in better ways. This can also assist in becoming a valuable asset for the company by considering a high-value position in the hotels. 
QAA (2018), opposed that apart from these factors, work-based skills can also help in managing things related to the factors of adaptability. It would be helping in managing things in more appropriate terms by including a culture of continuous learning in the working areas. 
[bookmark: _Toc167373450]Reflective statement
The reflective statement is a written document which highlights personal thoughts showing things have been accomplished and how things can be done to meet the criteria for achieving things. This statement can be written in terms of using Gibb's reflective statement. This is a cyclical model used for expressing own thoughts based on personalised factors of working in the required areas of operations. It includes various stages that are like description, feeling, evaluation, analysis, conclusion and action plan. The overall experience based on these working factors of operating on an administrative role is being shared as below:
Description: This stage helps in describing overall thoughts related to a particular experience in a specific situation (ASET, 2017). The experience at this stage can be described in relation to my personal development. During the times, I was shadowing the duty manager things were quite problematic in the starting. It has created issues in terms of managing things inclusively related to front and back office, sales, human resources, operations, etc. During this time, I was struck by developing various skills like communication, teamwork, task management and guest service. The main focus on the factors of personal development has assisted in working on various types of operational aspects. This made things to be transformed on the positive side by making things to be beneficial in working areas. 
Feelings: This stage makes individuals to express their feelings about the experiences. However, feelings can be expressed on the work-based skills and technical knowledge in my working areas. During my personal work on the factors of operations on the administrative role of duty manager, things were shaped in positive terms. This was being felt by me in terms of managing things in positive terms by sustaining positive values of operations. At this time, I was able to learn various skills which are communication, teamwork, task management, and inclusivity. However, there are some things which have impacted my operational factor due to my lack of ability to tackle various tasks in proper terms. It has made me feel that with the improvement of these factors, things can be improved for achieving a competitive edge. 
Evaluation: This stage can help in evaluating the overall experience by including both the good and bad experiences. However, it can be evaluated that the things with the improvement can be shaped in positive terms. It was evaluated that there are various skills like time management, collaboration, and conflict management. Thus, it can be evaluated that developing these skills can help me achieve betterment in my professional areas by improving my guest service in the same. Moreover, this can allow me to sustain opportunities for personal as well as professional development in my operational areas. Lacking these factors has made me negatively face things during some of my tasks in working areas.
Analysis: It is the stage, at which things are analysed further for making sense of the overall situation in the working areas (Mubarak et al., 2022). This overall experience has made me analyse things linked with the factors of organisational issues. Lacking some of the personal skills has made me face issues in terms of overall management of the working operations. This has created issues for me in underpinning things in various terms by influencing the performance of the department. Not having an appropriate instance in the area of conflict management, has ended me in a tough condition during serving the guest. Thus, the performance of the department has been influenced negatively by bringing-up a negative problem for the staff members in the same. 
Conclusion: This is the final stage in which things are to be managed by showing the things learnt from the overall experience. It can be concluded that facing such an experience while serving in an administrative role has made me learn various things in my working areas. Moreover, it can also be stated that by developing several skills in the working areas overall experience can be shaped in positive terms. This would help sustain better things for working in the hospitality industry by making me have better development opportunities. Moreover, things during this experience would be done positively by learning new skills. This has assisted me in shaping my guest service in better terms by making the firm sustain a better competitive edge and reviews in the working areas. Further, for developing these skills and placing effective working in the organisation action plan can be formulated. 
Action plan:
This stage would help an individual to work on the development of personal abilities for working in proper terms during future employability opportunities (Zhang et al., 2020). The action plan is stated as under:
	Skills
	Actions
	Time to be taken

	Time management
	To improve this ability, things are required to be managed in terms of starting tasks in early times. Scheduling of tasks and organising the workspace would be helping in developing this ability (Huang et al., 2020).  
	5 months

	Conflict resolution
	I will make use of effective communication techniques by using emotional intelligence. Things can also be improved in terms of clarity and better decision-making in the operational areas.
	6 months

	Collaboration
	To enhance collaborating skills, I would be working on improving self-awareness by building emotional intelligence and holding things in an accountable manner. 
	3 months


 
[bookmark: _Toc167373451]CONCLUSION
The above report related to the factors of the learning log has concluded with the factors of operations in an administrative role. This has been conducted by making use of Gibb's reflective cycle and including an action plan for improving various skills found to be lacking in the working areas. This has concluded by showing that how through improving these skills things would be done in future terms for enhance employability in future terms. 
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