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Healthy communication can foster the mutual trust as well as the sense which would cooperate among other staff members along with other management section of the hotel. The communication system of front-office section with other departments is very important for the benefit of the hotel. This communication helps to know about guests who are going to stay within the hotel.  Therefore, in other words, this front-office section is responsible for sales of accommodations in hotels. Hence, this department is the major driving force for generating revenue.For this reason, communication within the front office department has to be very positive and vibrant as well.
This study discusses the importance of communication and the front office responsibility in detailed. 
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The front-office section in the hotel is mainly responsible for internal communication with all the sections of a hotel. In this connection, the front office employees have to communicate with their peers and also with their colleagues and other subordinates so that there would not be any misdirection of their jobs (Henderson, 2019). 
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This front office is found to interact with another department as the guests are continuing their enquiry about their reservation by the entire guest list and also their arrival and departure.
Communication with the Human resource departments: It has been found that the front office department has to engage with the human resource department for interviewing suitable candidates and help them to shortlist the right person. The main aim is to select the most eligible and efficient candidate for this department. The communication is also needed to maintain the employee training as well as their induction programs, appraisal process, leaves, and also for the salary payments(Sayin, 2019).
Process of communication with the accounts department: It is also needed to communicate with the account departments for handling the huge amount of guest accounts. It is needed to be done with very carefully and completes responsibility. Those staffs have to maintain good interaction with back-office accounting managers and their colleagues for clearing their payment settlements and other dues of the guests or sometimes for the non-guests as well. It is also needed to be cleared with the discount offers, coupons settlement. It is thus required for sorting and receiving the actual and updated status of night-auditing procedures along with those accounts(Scott, 2018).
Process of communication with the Food and Beverage Departments: It is very important for the front office part that they have to speak about the requirements of food and beverage at the time of reservation. Thus this front office department requires knowing about the status of food and beverages very frequently. It helps to track the guest’s purchases from the restaurant, coffee shops within the hotel. It is also needed to convey the special request to the guest regarding their food and beverage to this F&B department. The front office staffs ultimately have to deal, accept or reserve the inquiries of banquetand thereby coordinate with them to keep in touch with other departments (Bardi, 2019).
Process of communication with Housekeeping staff:  It is very necessary to maintain the communication in regular interval of time with the housekeeping department for the following reasons. There should be a security of accommodation. It should be followed the readiness for the vacated accommodation under the selling process. The guest’s complaints and also their requirement for the amenities have to be initiated within the front desk. It is also needed to rely on the front-office employees in order to check the total accommodations that they have sold. It is needed to know the number of walk-ins and stay-over guests and other no-shows issues. It is needed to timely distribution for the accommodation sales which would help the housekeeping manager for planning the leaves of employees (Wilson-Mah, 2019). 
Process of communication with the marketing and sales section: This marketing and sales department has to rely on information about the total number of guests provided by the front office section. The history of every guest has been complied by this front-office section and that is the excellent source in order to segment their customers. Thereby, it is needed to prepare the customer-oriented packages, their plans and accordingly, they use to execute the campaigns(Tutorialspoint, 2019).
Process of communication with the section of Banqueting: It is found that this front-office staff and the banqueting department have to get in touch with each other for the following concerned. It is needed to know the expected number of guests who are able to attend their banquets. It is needed to show the exact direction of the venue for those unfamiliar and new guests. It is needed to post the daily messages as they have felt the board for the venue, occasion and also for those hosts or guests.It is required to set with the city account for the banquet service on behalf of the guests(Henderson, 2019).
Switchboard operations:
This is the main link within the prospective guest and the front office staff of the hotel. This switchboard operation has to be done within the hotel at the time of customers calling to the hotel or the call which is arrived at first to this switchboard operator.
The knowledge of guest portfolio, their tone of speaking and the command on the language of a switchboard operator is very much important for handling the influx of any calls. The operator has to represent the complete competency of that hotel within the market at the time of speaking with those customers. In general this switchboard operator of front office department of the hotel has to provide right information to the customers(Sayin, 2019).

There are some do’s which are needed to maintain within the hotel communication:It is needed to represent the employee himself with a very warm smile.It has been simple in attitude and correct in the language of any staff in the hotel. It has to stand and walk erect as it represents the confidence within the staff.The language used in conversation should be understood by anyone of the hotels. It is needed to listen first to the guest and their requirements clearly and then continue the conversation. 
At the same time, there are some don’ts in the case of hotel communication. It is not needed to jargon or words like hmm-hmm or yep etc. Instead of that, the officer should use words like perfect or absolutely etc. It is not needed to communicate so fast or too slow. Anytime, there should not be any interruption in the conversation of the speaker. It is no needed to run around all the area of work(Scott, 2018). 
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To deliver an effective operation within the hotel, it is needed to maintain all types of rules and regulations of the hotel by this front-office section. The manager of front-office section plays the role ofthe main responsible person as he or she needs to ensure that the entire job is doing in well manner. This is needed to do everyday basis. As the front office department in the hotel directly interacts with the customers on daily basis, they also need to keep track of those customers who frequently visit the place. It is very much needed to handle the customers in an effective way so that those should choose the hotel every time they visit the place. It is thus needed to maintain the best impression with the customers by the front office staffs(Scott, 2018). 
Other than this, the front office department has to perform the basic responsibilities on behalf of the hotel, like creating the guest database, ensuring the guest satisfaction, handling the in-house communication, trying to sell all types of service, coordinating with the guest servicewhich possible for the hotel, handling the guest accounts with very efficiently(Tutorialspoint, 2019). 
The front office staff also can ensure that their operations are very much effective for the hotel as they can only ensure which guest come in which time and after that other professional interaction will be started. Thus they can only ensure the arrival or pre-arrival time of the customers and according to them the hotel manager can take decision of other operation(Bardi, 2019). 
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This study thus shows that the front office operation is very much urgent and needful for the hotel. They are only departments which can ensure the guest list and from that, the hotel will be benefitted. It is also needed to maintain a good relationship with the guests so that they again book their room in the same hotel. It is very much required to take the decision by the front office department so that they can maintain the profit for the hotel on regular basis. 
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