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Introduction to Front Desk department
Front desk is one of the main departments in a hotel, because it makes the first impression. When a guest walks in, they see the reception and receptionist first, receptionist’s welcoming and attitude being the most important. Front desk staff are in charge to do many things, from sending housekeeping staff to clean the rooms that have been used, to answering guest’s general questions and checking them in and out. 
Here is a list of responsibilities for front desk employees:
· To greet and welcome guests and potential guests.
· To look up reservations
· To check guests in and out
· To answer phone calls and direct people to appropriate departments 
· To take reservations
· To calculate final bill for guests checking out 
· To keep accurate record of all rooms 
· To answer guest’s questions and redirect them as necessary. 
· To be in coordination with housekeeping team to make sure all rooms stay clean. 
· To explain to guests how the hotel works, for example how to use the keys. 
(D., n.d.)

Vocational Development
Vocation development and skill of skills that a person get when they want to get, perform, and perfect a job. Vocational skills ready the person with those precise skills required to perform the job to satisfaction. Often, government encourage people to enrol and get a certificate in a vocational area of their choice to get themselves ready for the job market from sitting in an office working on a computer and participating in meetings or conducting meetings from working on a department or an area, involving moving around a lot, using tools and equipment, handling and serving customers, taking and processing orders, processing bills. (Johnson, 2022)
As a receptionist I would mainly need to have the ability and skill to interact with people and make them feel welcome, but the list is far too much detailed:
· To have a clear speech
· To have a high standard of personal presentation
· To have a good telephone manner
· To have the ability to be calm, well organised, and work well under pressure
· To have the ability to handle cash, credit cards, and work with foreign currency. 
· To have the ability to work with standard office equipment like printers and computers.
· To be polite 
· To have excellent verbal and writing communication skills.
· To have good customer communication skills, patient, and tact
· To gave good IT skills because most hotels operate with specialist computer software. 
· To have some secretarial and keyboard skills and I will need to be accurate and should pay attention to detail. 
(Gouverment, 2023)
During my placement I improved my speech and my verbal and writing communication skills. I learned how to have a good telephone manner and to be polite and have tact. I already had skills in working under pressure, with computers and some keyboard and secretarial skills from my previous job, so that helped me a little bit. 
Self-Development 
Self-development or personal development is a way for people to assess their qualities and skills, considering their aims in life and set goals to maximise their potential. Once I have a clear picture about where I want to be and what my goals are, I can start planning how to get there. Make a personal self-development is not essential, but it help me as an individual a lot to organise my priorities. (Need, 2023)
In the following table I stated my strengths and weaknesses to make myself a clear picture about by self-development. 
	Strengths
	Weaknesses 

	Clear speak and high standards of personal presentation 
	Not good enough telephone manners 

	I am well organised and work well under pressure 
	No experience in working with cash, credit cards, or foreign currency 

	Have experience in working with standard office equipment 
	Need improvement with verbal and communication skills 

	Have good IT and keyboard skills
	



Academic Development
Academic development is an important [part of the university learning and studying because it helps the students develop their practical skills ready for when they go to their job. Managing time is an essential part of academic development, a student should study 2-3 hours for every hour of class time by reading textbooks and course readings. There are some tips for students like class recording, taking notes in class, highlighting points draw diagrams and make definitions will make them remember and learn quicker. (Torono, n.d.) As a student, I review chapters and readings before and after class and I make study notes when in class. Drawing diagrams and highlighting points helps me a lot when doing my assignments, especially when we are told in the class what should we focus on and what should we write about in the assignment, what we are expected to provide. Recorded lecture notes that we are provided with on teams are an advantage because if I missed something or is something that I did not understand I can always go back to look at the recorded class. 
First year of studying the module Hotel Administration and Front Office made me understand with academic development what I am expected to do and what my job roles will be if I work at front desk. Booking and cancelling rooms through an online programme was not easy, by with practice I learned how to do it and when I did my placement, I realised that it was similar to what I learned in the first year. Dealing with complaints is not easy and it put me in an uncomfortable position, but with the right communication skills and attitude that can be solved easy. Compliments and appreciation from the guests are the most enthusiastic part of this job and as a receptionist make me feel that we as a team are doing something good and make out guests happy and welcome. 

Issues identifies during placement.
Guest rooms issues 
These are most common issues that I identify during my work placement, from lamp or TV that are not working, a need for another pillow or more towels heating or air-conditioning problems. As a front desk associate, I can only report this to the appropriate department, like housekeeping or maintenance to be solved, and if these occurs frequent, report it to the manager above me so the problems can be solved through training or investigated and find the reason why it happens so often. 
Billing questions 
Another issue that I notice during my work placement is that guests often asks when they check out why they are charged more and what to know more details about the costs. As a front desk associate I have to identify the accuracy of the charges and explain to the guest every bill that he or she was charged for.  



References
D., A., n.d. Study,com. [Online] 
Available at: https://study.com/academy/lesson/hotel-front-desk-operations-responsibilities.html
[Accessed 5 3 2023].
Gouverment, W., 2023. Welsh Gouverment. [Online] 
Available at: https://careerswales.gov.wales/job-information/hotel-receptionist/skills-and-qualities
[Accessed 5 3 2023].
Johnson, S., 2022. Study.com. [Online] 
Available at: https://study.com/learn/lesson/vocational-skills-overview-examples.html
[Accessed 5 3 2023].
Need, S. Y., 2023. Skills You Need. [Online] 
Available at: https://www.skillsyouneed.com/ps/personal-development.html
[Accessed 5 3 2023].
Torono, U. o., n.d. university of Torono. [Online] 
Available at: https://www.utsc.utoronto.ca/aacc/8-steps-academic-success
[Accessed 9 3 2023].



