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Each regional inter-ministerial business must have a front desk or lobby to receive visitors. The front desk acts as a company's public face and voice. The front desk is the hotel's most prominent feature, regardless of the hotel's sort or quality rating. A front desk department at a business like generosity is in charge of increasing customer satisfaction on a whole (Haslam et al, 2021)
Interpersonal communication skills
The front desk staffs are in charge of interacting with guests for the hotel. Visitors are greeted by the employee, who also attends to customer needs and gives them a favourable first impression of the establishment (Takács et al, 2021) The above list encapsulates the essential tasks that a front desk may carry out e.g. Keeping track of visits, managing payments for guests, setting up facilities for visitors, and trying to convince someone to purchase a facility, Ensure customer satisfaction, Manage internal communication via a PBX



Active listening skills
Only guests of the hotel have access to the features. Since visitors may interact with and see these services, they are known as front-desk functions. Examples of these functions include the following (Takács et al, 2021) e.g. Interacting with guests to process lodging bookings, Checking the availability of rooms and reserving them for guests, When a visitor signs up, particular information is requested, Create a user ID by using the FO bookkeeping tool, Distributing the visitor's room key cards, Managing the client's billing when making the reservation (Wojtak et al, 2021)
Foreign language skills
The front desk staff members carry out these duties while guests are not present and when their involvement is not required. Some of the duties that these roles require include the following (Wojtak et al, 2021) Examining the directory to determine the kind of visitor (better and new), Taking into consideration the client's needs to provide the offering a personalised feel, Keeping tabs on visitor invoices using the accounting mechanism, Preparing the invoice for the visitor, Getting the final amount of the customer's payment.
Attention to detail
In-Hotel Guest Cycle Pre-arrival, check-in, check-out, and post-stay are the four major phases of a customer's interaction with the hotel (Lavigne et al, 2022)
Pre-arrival skills
At this stage, the customer must determine whether or not to reserve a hotel room. The first stage involves the customer or prospective guest calling or emailing to enquire about the accessibility of the selected hotel type and its amenities. To understand more about the hotel, the visitor also visits its website (Lavigne et al, 2022)





Arrival skills
Employees at the front desk welcome each guest. The servants bring the guests' luggage inside. A confirmed booked guest is given a guest Recognition Credential and asked to fill out personal information regarding their attendance by the front desk staff member. After that, the receptionist inputs the client's data into the server, creating a visitor identification and visitor profile. A welcome package and the key to my room are then given to I by the receptionist. Upon completion of the registration procedure, a tourist may start using the hotel (Labrague, 2021)
Occupancy skills
The hotel database is updated with a variety of prices for the visitor's used activities, including transactions made, lodging expenses, etc. during the pre-arrival period. All letters and texts addressed to the guest are analysed and sent securely whenever they are not at the hotel or otherwise available to receive them. Every time a need arises, the administration ensures that the right person receives the correct credentials by requesting a smart token. Activities like day-care, regional sightseeing, online reservations for major activity passes, and others are often accessible upon request from the consumer (Kim et al, 2022)
Departure
In addition to creating visitor historical records, the departure phase involves creating closing charges, delivering expenditures, receiving money, and processing money for clearing. Prior to being sent to the accounting department for adoption, unpaid bills are also dealt with the relevant paperwork obtained by the departing visitor. A quasi-track then takes the place of the visitor tracking. The front desk staff member takes charge of loading the customer's belongings into their vehicle. Furthermore, when a service is needed, such as a drop-off at the departure gate or a nearby staging area, it is provided (Karakose et al, 2021)
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Component Two:
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There are many different kinds of businesses, and hotels are one of them. The interior design and level of service provided must be excellent for a hotel to be profitable. For the improvement of the lodge, I have some backup plans for the future. The idea, which is a long-term strategy for the lodge industry, will gather more sales than it did before.  When a guest feels appreciated at a hotel due to the conduct of the staff and other guests, he or she will tell others about it and post about it on social media. The hotel industry places a high priority on staff management (Karakose et al, 2021)
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	Why would I consider my plan being the most effective?
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	As the manager is off today due to illness, I should make an effort to represent the hotel to the visitors on my first day working at the desk. These are some measures: (Jones et al, 2022)
I'll make sure they feel important at my hotel. (Heckman et al, 2022)




As a result, people will always remember the name of my hotel, which is a highly successful strategy. There may be a downtown within the business and keeping my cool and pondering the solution could be quite beneficial for the company. This is really important for any kind of business. The greeting the visitor receives before checking in will leave a lasting impression on them, and they will never forget it (Takács et al, 2021)
Teach my personnel to provide high-quality services.
To ensure that everyone on staff gives the visitor the greatest service possible, I will teach them all. 

I'll come up with a plan for the long future of the hotel. Marketing and advertising play a crucial role in today's business environment, and each company must use effective advertising to reach their target market. As soon as the customers are content, they will post about their positive experiences on social media, enhancing the hotel's brand. To ensure that guests are happy with their work, I will teach the personnel (Lavigne et al, 2022)

	It is my responsibility to make sure that the hotel's new guests are pleased by all it accomplishes while I am working my shift. 
I'll always choose personnel that are sufficiently informed. This is crucial, and I'll make sure they know about it. 
I can generate enough money to advertise the lodge effectively and earn it a solid reputation among visitors. This will ensure that everyone on staff completes their tasks correctly and that the hotel runs smoothly, both of which requirements for a hotel (Wojtak et al, 2021)
Taking care of the hotel as if it were my own is something I will never fail to do. I can use a dynamic bundle to draw in customers and unidentified individuals. When I treat a hotel as I would like to be treated, I won't cut corners on the services provided, and this is crucial for the quality of the hotel's offerings. I'll do my best to keep the hotel running well and check to see whether everything is in order (Lavigne et al, 2022) I am able to do everything necessary to make this a reality while also ensuring that the hotel's operations and restoration operate smoothly.  As a result, marketing and advertising will be carried out for free (Kim et al, 2022) Marketing and advertising
When I provide my customers the finest possible service, they will spread the word about it on social media. 


	 
I'll see to it that everything works out for the hotel. I'll give the personnel orders to do their tasks correctly. 
Serving the finest to the visitors I'll do my best to provide the greatest possible service. I'll do all the necessary actions for this, and I'll make the best use of my team to enable them to accomplish their jobs and duties. (Wojtak et al, 2021)
This might help with the lodge's marketing. The dynamic package poses a danger to many people, who will take it seriously and share their experiences. (Nani et al, 2021)
If my plan works out, the personnel will give it their all, and the customer will be pleased with the kind greeting and superior service they get (Liu et al, 2022)

Operations and Maintenance I'll make sure that the hotel's operations and maintenance are running well, and I'll take all necessary steps to achieve this. The staff should work hard to keep everything maintained for this. In order to keep the hotel running efficiently, maintenance is crucial (Labrague, 2021)

	For the future improvement of the hotel, I have several backup ideas. This long-term strategy for the hotel industry will bring in more money than it did before. (Jones et al, 2022)
There will be uptown in the company, and keeping my cool and considering the best course of action will be highly beneficial for the firm. This is crucial for every sort of business. To keep everything intact, the employees must contribute at the highest level. I'll consider a solution for the hotel's long-term needs (Takács et al, 2021)
keeping the marketing spending level
In the present business environment, marketing is crucial, and every company should use efficient marketing to connect with clients and implement a successful plan. I'll set aside enough money in the budget for promoting the hotel so that it attracts plenty of visitors (Nani et al, 2021)

I'll use a dynamic packaging technique so that it can draw in both consumers and outsiders. The hotel will be promoted as a result. Therefore, renovations may be essential for the hotel to operate smoothly. A lot of individuals will seize the opportunity presented by the dynamic package and divulge their experiences (Labrague, 2021)






Today, many people work in the hotel industry. In order to increase the hotel's ability to draw guests, I will make sure everything is done for its benefit. I'll put up a backup plan for the hotel, which will be incredibly useful for its future. Every hotel should have a budget for marketing in order to reach the broader public (Kim et al, 2022)
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Element 1 – Property Management Systems (PMS)


	For appropriate hotel operations maintenance, property management systems (PMS) are very essential. It is a highly useful technology that makes running and managing a hotel's operations simple (Kim et al, 2022). Here are a few essential components for PMS: Front desk duties: For appropriate guest management, a hotel's PMS system features check-in and check-out systems. By keeping real-time information on visitor preferences, room availability, and unusual instances, it is also effective for maintaining automatic room assignments (Karakose et al, 2021). Management of Reservations: PMS should include a platform that is centrally located to handle reservations, such as hotel inventory, online booking, guest information, and their preferences. The management must prioritise client feedback in order to enhance product and service quality (Karakose et al, 2021). Billing & Accounting: The PMS should be integrated with the hotel's accounting system to handle bills, guest charges, and other financial matters. For the customer's payment procedure to be seamless, it should also allow a variety of payment options (Jones et al, 2022). Reporting and analytics: The PMS need to generate reports on consumer opinions, ratings, preferences, and other performance metrics. These factors support good hotel management and enhance performance overall (Heckman et al, 2022). Cleaning and Maintenance: PMS is also in charge of organising the front desk or table, the welcome area, the maintenance department, and cleaning in an efficient manner. It also organises maintenance requests, monitors the state of rooms, records room cleaning schedules, and resolves room issues (Heckman et al, 2022)



	




	
Element 2 – Hotel reputation

	The enhancement of a hotel's reputation is crucial, and the company should make it one of its business goals. Due to the good rating of the hotel, many visitors are drawn to it and are satisfied (Haslam et al, 2021). Below are a few crucial factors to take into account for hotel reputation: Customer Contentment One of the key objectives of any hotel company should be to provide customers the best service possible so that they will be as satisfied as possible. This could be offering visitors the finest services possible, treating visitors with respect, lowering the room fee, making offers to visitors, etc. (Haslam et al, 2021). Marketing and branding of the hotel are greatly aided by maintaining a distinctive brand identity and using various types of distinctive characteristics. This may also include promoting on TV, the news, social media, etc. by providing incentives and luxuries. The majority of people now utilise social media and can discover a lot of things online, making social media campaigns quite successful for marketing (Haslam et al, 2021). Online reviews and ratings are another way for a hotel to build a reputation if it performs well and receives favourable reviews. Hotel management places a high value on communicating the good comments, experiences, and happiness of guests (Hanna, 2021). Quality control: A hotel's ability to continue providing high-calibre services is crucial to its success. In order to draw in new clients and improve the company's image, it is crucial to maintain high standards for quality (Fikri et al, 2021)

	
Element 3 - Communication 


	For hotel management and recruiting more customers, effective communication is very essential. Here are some important factors to think about:  Internal Communication: Keeping the hotel management system's full operation requires constant internal communication. Therefore, holding frequent meetings, establishing stringent management teams, and using digital communication tools are all strongly advised (Fikri et al, 2021). Possesses many languages: It is crucial to overcome linguistic limitations in today's globalised environment. As a result, having staff members who can communicate in several languages may benefit many individuals from across the globe (Berkovich et al, 2021) Offering a variety of channels for contact, including emails, social media, and SMS systems, enables customers to pre-book or see hotel amenities before making a reservation. A smart technique to communicate to improve the guest experience is to swiftly respond to requests, grievances, and enquiries from visitors (Hari et al., 2016). Creating a communication strategy for the crisis in order to handle any unforeseen situations or crises. 
This might include preparing personnel to handle crises successfully and to communicate with visitors when necessary (Berkovich et al, 2021)


	
Element 4 - Staffing 


	The personnel have a major role in a hotel's success rate. In order to provide the finest service possible and manage emergencies, it is crucial to have well-trained personnel. (Abcouwer et al, 2021). The following are some essential components of staffing: Staffing: It's critical to have a well-coordinated and efficient hiring procedure to find qualified employees. This may include going through the staff members' job descriptions, setting up interviews and tests, and paying close attention to their physical and mental health (Phillips et al., 2022). Developmental Training: For a hotel company, it is crucial to organise training and enhance the skills of the workforce. In order to maintain safety measures, professional skill training, hotel services, and other factors may be taken into account.  Maintaining a nice work environment and encouraging staff to appropriately interact with services are both aspects of employee engagement. Effective employee communication, staff leadership, providing them with a variety of possibilities, praising them for their accomplishments, and other strategies may help achieve this (Abcouwer et al, 2021)
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‘What are you going
to do to ensure that
the hotel is
represented well to
guests?
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How will
operations run
smoothly
throughout your
shift?
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‘What
contingency plan
will you put in
place to ensure
quick resolution
of this scenario

in the future?
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‘Writing in essay format - Describe the key elements that are required when
considering these four elements of hotel operations:
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Component One:

What are the key skills required to work
on the hotels front desk? 750 words (+/-
10%)
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In this scenario It is your first day as a front desk associate and your manager
has phoned insick Create an action plan and answer the following questions




