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Component 1	
Introduction 
Skills have a great role in the hospitality industry as efficient employees are able to provide valuable services to customers. The following journal will depict such skills along with the significance to work front desk job at Trinity Hotel. It will further discuss the importance of this topic in the hospitality sector. 


Key skills required to work on the hotel front desk
I have some effective skills which can make me able to work at Trinity Hotel, located in the UK (crewehallcheshire, 2023). In order to be a part of this organisation, practical, intellectual, transferable skills and professional practice are required. 
Communication skills
My outstanding verbal as well as written communication skills will be well-accepted for the front desk job at Trinity Hotel. Through this, I will be able to impress potential customers to visit the hotel again. Good listening habit is also required to improve my communication skills which I follow effectively. This ability enhance the client's experience as they believe I am listening to them properly which will insist the guest give positive feedback about the organisation. I am very efficient in dealing with unknown people and convincing them easily through my excellent interaction process. This strength will be very helpful in establishing my career at Trinity Hotel and providing effective services to the guest which will lead the organisation to improve profitability (Wood, 2013). 
Multitasking ability
The hotel industry seeks employees with the ability of multitasking and I am very efficient about it. This skill is required to access two or more tasks together efficiently without mistakes. Maintaining a balance between all the tasks is a part of this ability which I have obtained from my academic session. This skill plays a crucial role to manage working time by doing multitasking at a single time. Accomplishing allocated tasks within the deadline makes the employees efficient and according to my vision, this ability will help me to attain desired goals. Through this, I will be able to provide better services to the clients in order to motivate them which is the cause of organisational success (Griffin, 2022). 
Teamwork
Teamwork is one of my most potential skills which is very much required in a hotel industry like Trinity Hotel. Working there will help me effectively to make a good connection with my peers as well as motivate them to provide better services. Mt good communication skill allows me to accumulate all the staff within the workplace and guide them to be engaged with the asssocisation. Good teamwork will create a valuable impression regarding my ability which is essential to improve my position in the workplace. In the hospitality sector, this skill performs the role of remaining customers as a good team can provide better services (MIDDLETON, 2022). Cooperation with other peers is the effective ability that will allow me to create a position at Trinity Hotel.
Understanding skill 
Attaining knowledge, and understanding various concepts and principles are included in this skill. I am able to focus on the opinion of different people and understand their problems which is an effective ability to work at Trinity Hotel. In the case of working front desk, this will help me to understand the demands of the clients and further provide them services accordingly. This skill also guides me to increase patience through which I can tolerate potential customers within the hotels. As this industry is mainly based on effective service, my ability will help the organisation to attract clients which will boost the profitability further. 
Importance of this topic in the hospitality industry 
This topic is mainly based on the importance of various skills that must be obtained by a person to work the front desk in the hotel industry. Discussion is required to identify the potential abilities along with their necessities in such workplaces (Corgel et al., 2011). These skills are valuable to guide an entity to focus on time, effort as well as tasks which are essential for the organisational benefits. Employees with this power are the core stakeholders of a hotel as they provide effective services to the customers. This topic is related to the essential skills which are required in the hospital industry that guides organisations to get efficient staff. 


Conclusion
The following journal has discussed a personal reflection on the topic of required skills to work at the hotel's front desk. It has depicted the requirements of essential skills to get a job at Trinity Hotel which is a UK-based organisation. This journal has illustrated the significance of teamwork, communication skills and multitasking in this field. 


Component 2
Question 1: What are you going to do to ensure that the hotel is represented well to guests?
I will first of all make sure that the first impression of me, remains good. The first greeting or experience of the customers is very important for creating a good impression on the customers. The behaviour conducted by an employee with the customers decides the successiveness of any business group. 
Communicating with the customers effectively and helping or guiding them to have excellent facilities can help create a personal bond with them. The more connected an organisation will be with its customers, the more possibility of success it can get. However, I will explain the various facilities provided by Trinity Hotel for their customers. 
Opportunities for having spa and dining options, room facilities, and others, I will try to give pieces of information about all these. 
Apart from this, I will also gather information about the special offers available for the customers and highlight them for attracting their attention of the customers. 
The number of facilities and proper guidance can create a good impression on the customers and good behaviour of the employees enhance the reputation of the business group as I know (Lacalle, 2021).
Question 2: How will operations run smoothly throughout your shift?
I will try to gather pieces of information by talking to my peers about the processes of running business operations smoothly. Knowing the places of important files and documents to provide the customers with essential information will be my priority.
 I also communicate with all my seniors to know the processes of running business operations successfully. Besides that, I will give full effort and attention to attend to the various queries of the customers. Communicating is essential and I will take the help of my peers to clear out any kind of confusion related to my work.
Problems that I will not become able to solve, I will note down the issues and consult with my manager to solve those problems. Using my problem-solving skills, I can try to go to the depth of any issue. Giving the customers high priority and monitoring the progress of the whole day operations will be one of my efficient duties. 
Besides that, I will prefer to use technological applications and business software for performing administrative-level work without any kind of hassle. I will try to give support to all the employees as well as the customers for better productivity in business. Noting down the issues throughout my shift and finding out the possible solution through consulting with my manager over the phone can be effective as I think.
 I will also organise the work according to the priority and conduct those functions one by one. After accomplishing any task I also recheck my work for confirming accuracy (bighospitality, 2022). 
Question 3: Why would you consider your plan being the most effective?
Planning is important for setting goals and accomplishing those targets for better productivity. Planning works as a guide for taking necessary actions for business growth. According to my knowledge utilising all of the resources becomes possible using proper planning. 
My plan for conducting good behaviour with the customers can be helpful to enhance performance standards. Better customer satisfaction means increased brand image or good competitive advantage in the market. I can work with more flexibility by communicating with my peers and seniors. 
Interactions help to understand work better and performing tasks without any mistakes becomes possible by communicating with various other employees in the working environment. Using my confidence, I need to communicate efficiently for conducting business operations without any obstacles. I will be working as a front desk associate and there is no manager to guide me on my first day of work. 
However, I must administer the departure of all the guests and maintain the manual and computerised procedures. I need to monitor all the queries of the customers or guests for maintaining the customer satisfaction level. Communication is essential for giving them information about the rate of the hotels and with proper assistance a new number of potential customers can get. 
My plan to enhance the customer experience by providing good services to all the guests can be effective to improve the brand image of this business group. High concentration and sincerity will help me to perform my actions related to cash handling and others (Ingram et al., 2022).
Question 4: What contingency plan will you put in place to ensure a quick resolution of this scenario in the future?
I will plan certain strategies to avoid such scenarios in the future. Asking questions about the job role and responsibilities and knowing about my duties will help me to perform my tasks efficiently. Apart from this, I will gather and understand all my working procedures and learn the processes of using technological softwares, and manual and computerised processes to manage guests.
 I can be able to perform these functions in the absence of the manager with proper knowledge of the procedures. I will also ask my manager about whom can I contact during their absence. I will be clearer about my visions and try to become confident in performing my tasks better in the future (Garavan et al., 2022). I will join communication classes to better interact with people and get essential information about performing the job roles efficiently.
 I will try to learn the processes of performing the duties of a front desk manager by researching, taking the help of my seniors, or reading various books on this. Adopting resiliency in my characteristic can help me deal with various uncertain obstacles in the workplace. 
Besides that, I also try to improve my interpersonal skills and collaboration skills for being able to work jointly with my peers or subordinates. Taking feedback from the seniors is essential for the improvement of working abilities.
 I will follow the instructions provided by my senior thoroughly for conducting all the work more efficiently. I will further improve my management abilities for taking important decisions regarding any issues faced by the guests or customers (Bardi, 2010). 


Component 3
Introduction
The administration of a hotel business is full of necessary and important aspects which shape the overall quality of the organisation. Following portfolio will shed light on four essential elements that support the hotel operations and analyse their impact on the business of Trinity Hotel. The four elements are the property management system, the reputation of the hotel, communication and staffing.


Element 1 – Property Management Systems (PMS)
Property management system (PMS) is one type of software that helps a hotel business to operate the essential operations of front desk managers including reservation and payment management. Further, it also helps the business to manage the reservation system of different functions including rooms, restaurants, spas and other aspects (Techtarget, 2023). Trinity Hotel has to consider some aspects of the software and its capability to complete several tasks. The receiving of payment from the guest and processing of refunds are easily conducted by the software. PMS also allows the business to monitor the conditions of housekeeping and human resource services. Apart from that, the front desk managers can also perform the operations of checking the availability of rooms, the status of rooms, management of keys and controlling the features of the rooms. The software also increases the efficiency of the daily audit and revenue management which reduces lots of hassle in the operations of a business. The business can get benefits from PMS while conducting event management, inventory analysis and customer data management (Hoteltechreport, 2023). 
Element 2 – Hotel Reputation
The reputation of a hotel is one of the most important aspects of a hotel business as it helps to generate more revenues by attracting more customers toward the business. Hotel businesses have to consider some necessary aspects including generating positive reviews, utilising the latest digital platforms and replying to the comments of visitors and other people. To generate positive reviews the Trinity Hotel has to improve its approach toward the visitors and make them satisfied with its services. The hotel also has to request the customers to leave a good review after their stay. One of the most effective ways to get better reviews is to help the visitors and fulfil their needs (Yieldplanet, 2018). Further, to increase the number of positive reviews the organisation has to consider joining all the popular social media platforms such as Facebook, Twitter, Instagram and TikTok. Trinity Hotel also has to focus on reading the comments and reviews regarding its services on social platforms in order to be updated. The business also has to make some statements regarding any small and big events regarding the hotel on those social media platforms. Managers also have to focus on current local and international news to stay relevant and to contemporary society. Positive statements toward any controversial issues and welcoming all types of cultures can increase the reputation of the hotel in the market. Lastly, Trinity Hotel has to make its strategies on the basis of the customers' feedback which can please the travellers and increase its reputation (Darios, 2022).
Element 3 - Communication
Communication plays a vital role in the workforce of hotel management as the whole quality and delivery of the services are dependent on it. The front office management of Trinity Hotel has huge importance in the communication channel of the business. Majority of the communication related to guest service and room management is dependent on the front office (Atasoy et al., 2022). Trinity Hotel has to consider some necessary aspects regarding communication such as good body gestures, fluent speaking, and utilisation of proper language with the guests and the employees. The first impressions of the employees at the front desk impact the guests immensely. Further, the interrelationship between all the departments in a hotel also relies on the front office and its communication as the majority of the instructions are delivered from it. Different functions including finance, inventory, food and beverage, housekeeping and banquet services of the hotel receive information regarding the needs of the guests and work on it. Thus, the hotel has to consider all the above-mentioned factors including maintaining a good relationship between functions and the guests to implement an effective communication channel (Grossmann, 2022). 
Element 4 - Staffing
Staffing generally means the management of the workforce which helps a business perform efficiently without facing major issues. This has also huge importance in the hotel business as it helps to develop the services with the implementation of proper resources in the right place. Trinity Hotel has to consider some aspects such as manpower planning, recruitment, training and increment of the workforce (Codling et al., 2022). These aspects are generally covered by the HRM functions who set the appropriate policies for working in the hotel. HRM function has to consider proper recruitment as a high priority as unskilled and non-compatible employees can increase the complexity. The business has to invest more amount on them to make them prepared for being suitable and eligible for performing tasks. Further, they can also decrease the quality of services and the overall reputation of the business. Manpower planning has a similar impact on organisational performance as poor planning can cost the company more time and investment. Employees can also lose their productivity for not performing the tasks without having sufficient skills if they are compelled to work which they are not familiar with. Training and increment of the employees also influence the quality of performance and the business has to consider these aspects carefully (Leonard, 2019). The front desk also has an impact on manpower planning where it distributes some work including housekeeping and food services, thus, it also has to consider the above factors. 


Conclusion
The portfolio has covered four major aspects of hotel management which are PMS, reputation, communication and staffing. Further, the context has described the key factors that needed to be considered with these above-mentioned factors. Management of Trinity Hotel has to keep some aspects in its mind such as functions of the PMS software and utilisation of digital technology to increase efficiency and reputation of the hotel. Lastly, the portfolio has mentioned proper communication, workforce management and key elements of these two aspects of the business. 
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