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[bookmark: _Toc167067175]Overview of the chosen area of administration
	The hotel’s administration operation here is the management of human resources to ensure a consistent flow of guests to the hotel (Rutherford 2021). I have been working in a supervisory position, as a HR manager of the hotel within the administrative role in human resources management.
[bookmark: _Toc167067176]Section 1: Reflection on experience and personal development
 	I have been working as the HR manager in the Human resources management department of the hotel for more than 5 years.  The experience, so far, has been quite good, as it has allowed me to learn a wide range of skills, especially the work-based skills, such as communication skills, motivational skills, etc. However, the technical knowledge acquired during all these years has also helped me to manage the employees working under me properly, and ensuring that the expectations of the guests are met and even exceeded to a larger extent (Machado et al. 2019). While working in the supervisory position in this department, I have acknowledged multiple issues related to the hotel administration such as difficulty to retain talent, existing staffs, dealing with shortage of staffs at the hotel at times, failing to address the changing demands and expectations of the customers and even tackling lower morale and motivation of staffs within the hotel (Park et al. 2019). 
	Prior to working here in this hotel in a supervisory position, I had earlier experience within the industry as well. I completed my Graduation and Masters in HR Management from Kingston University, and later got placed at a reputed hotel in London. I worked as a hotel staff, and assigned with the everyday operational duties such as managing reservations, checking guests both in and out and handling queries and concerns of guests properly to meet and exceed their expectations. Based on the application of Kolb’s reflective cycle, I managed to gather concrete experience of handling the operational duties properly (Morris 2020). Thus, due to the prior industry experience, I have been well acquainted with the various roles of employee within the hotels, which helped me to gradually improve my personal and professional growth. I managed to review the experience, which not only fostered my learning capability, as per the Kolb’s reflective cycle model, but also allowed me to learn a lot about how to handle organisational issues experienced. It further helped me to actively experiment, for example, taking part in the vocational training in hotel management allowed me to gain the readiness in real-world situations, and getting placed at jobs at a faster rate. It helped me to acquire the skills that matched with the demands within the hotel industry, such as the communication skills, team working, and guest services’ management skills (Díaz-Fernández et al. 2023). The impact of the personal development and vocational development thus, allowed me to interact with the other hotel staffs, and learning to respect each other’s idea, opinions and feedbacks. It established a sense of closeness among each other, which drove teamwork, and management of tasks in a better way to ensure smooth guest services. 
[bookmark: _Toc167067177]Section 2 Critical analysis of work-based skills and technical knowledge
	According to Ali and Marwan (2019), the work-based skills and technical knowledge are of significance in managing the hotel administration.  While shadowing the supervisory position, i.e., working as the HR manager, I encountered these knowledge and skills relating to the administrative tasks managed at the hotel. One of the major issues relating to the hotel administration faced was the poor performance of the human resources department, which led to lack of addressing the demands and expectations of the guests visiting the hotel (Stone et al. 2024). Not only does this affects the overall operational efficiency, but also contributes to poor guest service’ delivery and causing dissatisfaction among them too.  
	One of the major work-based skills that I believe to have helped me to manage hotel administration properly is the communication skills. It guided me to interact with each and every staff member, and understanding their concerns properly. I gave priority to their needs as well, and provided training sessions to strengthen their skills, and make them carry out multi-tasking, while possessing the desired level of skills as well. I gave attention to detail, and followed a participative style, which helped me to work with the staff members, and acquire their ideas and opinions, which helped in making some changes to the workforce functioning, thus, improving the overall performance of the human resources department. It further empowered them to manage multiple tasks with ease, and feel motivated to listen to the queries of the guests, and addressing their needs and preferences, which led to greater guest satisfaction. However, Huang and Baker (2021) argued that the technical knowledge bears more significance, as customer service skills are vital for serving the customers properly. Due to prior experience in dealing with the customers, whenever I get complaints from the guests, I even interacted with them, and responded to them, promising them a much better experience. Other than this technical skill, I also managed to streamline the operations and assisted in various technological implementations, which increased the efficiency at the hotel (Juliana et al. 2021). 
[bookmark: _Toc167067178]Section 3 Reflection on organisational issues
	Reflecting upon the experience of working as a HR manger, I garnered concrete experience, which helped me to review the areas where I am strong. One of the major issues that I experienced as a HR manger while managing hotel administration was the lack of morale among the staffs and poor level of engagement among them. According to Salama et al. (2022), the lack of morale and motivation among the staffs has profound effects, such as it creates a negative environment, which makes the hotel staffs to put less efforts in their job duties. It leads to slowing down their productivity, and affecting the work procedures, as well as affects the overall performance of the human resources department (White 2020). 
	As possible solutions to the issue, I would like to consider the transformational leadership theory to be important. By applying the theory it would be easier for me to promote a style of guidance that could emphasize on keeping the employees motivated, and establishing a vision, while encouraging them to fulfil the vision as well (Kwan 2020). More importantly, based on the theory, I would be able to mobilise the employees, and inspire them by engaging them together. By engaging them together, I could directly interact with them, understand the concerns that they face, and then find ways to negate those. It would inspire them to do their best, and their morale would also improve gradually. 
[bookmark: _Toc167067179]Section 4 Future Action plan
	Based on the experience gained in gest service operations, there are few areas that I would like to improve upon, especially the communication across the human resources department, promoting tasks that require teamwork, and focusing more on the customer services. One of the most effective strategies to improve communication is to practice active listening, which enables paying attention to the concerns of the staffs, showing interest and giving feedback (Jones et al. 2019). I would like to engage them in the decision-making process, which would help in constant communication with them, while the implementation of surveys ensures understanding of what the workers at the hotel demand. 
	Encouraging two-way feedbacks also promotes better sharing and exchange of thoughts, ideas and suggestions, which demonstrates a commitment to work together. It promotes teamwork as well (Kent and Lane 2021). Finally to improve the guest services, I would also suggest training and development programmes arranged for the staffs at the hotel, which would strengthen their skills and knowledge and perform efficiently.  Thus, improving upon these areas, as per the action plan, definitely aligns with the personal and vocational development goals to mitigate the issues of low morale, motivation and engagement of staffs. It not only helps to prove my potential as the HR manager within the hotel, but also rives professional growth within the industry. 
[bookmark: _Toc167067180]Conclusion
	Based on the learning log, I could clearly state that shadowing the experience in a supervisory role, especially as a HR manager within the HRM department of a hotel, has helped me to develop work-based skills properly. It has improved my communication skills, and ability to engage the staffs together, understanding their concerns and understanding the guest service standards. The personal and vocational development further helped in improving communication with the staffs members, engaging them together, which motivated them to perform efficiently. It ensured responsiveness to guests’ demands, quick availability, respecting the decisions of guests and promoting customer feedbacks too.  Therefore, all these skills, knowledge and personal development attributes definitely shaped my career aspirations for the future within the hotel industry. 
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