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We've all got some skills to perform the job we have at our disposal, but there is a certain unique skill needed for each of these jobs. Front desk employees have a significant impact on how guests feel about their hotel stay as their initial point of contact. If you want to be a hotel receptionist, you also need the skills listed below.
Communication skill: 
Hotel receptionists are typically required to have strong communication skills, which allow them to interact with clients both in person and over the phone. For example, they could offer advice on the cost of hotels, reserve rooms, provide instructions and give a detailed account of what customers might expect to experience in their stay. Keeping a good attitude when working with consumers can help to create an atmosphere of warmth. The hotel receptionists, on the other hand, communicate effectively when they discuss problems with others in their group and find areas for improvement.

Technical: 
Hotel greeters need to have technical expertise in computer work. For instance, for the purpose of handling business transactions with clients, they may employ specific software programs and other processing tools. There is often a need to have prior knowledge of the hotel specific software, although it may be possible to obtain training on the job. In the system, staff with excellent technical skills are able to keep accurate records of customers.
Organisation:
Completing a series of different tasks related to the Front Gate position can be easier. Employees may welcome clients, take a call, talk with the management, work in their computer, and resolve any problem that they receive from visitors. The strong organisational skills of hotel receptionists enable them to manage their different responsibilities while maintaining a warm relationship with the guests.
Problem Solving:
In many cases, motel receptionists possess excellent problem-solving abilities.
that can help them bring pleasure to their guests. For example, problems like
food sensitivities, broken key cards, incorrect hostel rates, lack of nets or unforeseen conditions can be solved by using them. The problem can be diagnosed, an action plan developed and implemented with the help of a team of top workers who know how to fix the problem. 
 Teamwork:
The hotel receptionist's strong cooperation skills make it possible to work with management and other personnel in a cooperative manner. For example, they could discuss client problems, schedule a follow up meeting, consider ways to improve their performance, or criticise their work and the company's monthly targets. They can be encouraged to promote a good working environment by exploiting their strengths in teamwork.
Patience:
In consumer relations, in handling clients and resolving problems, patience is a virtue, especially for difficult clients or when there are constraints on time. In other words, the office workers can finish paperwork, have extended working time to deal with delays in interaction and ask questions that are useful. It could be helpful to ensure a calm atmosphere for all our customers by being patient with them.
Adaptability:
Most hotel front desk staff are quite flexible and efficient at dealing with change. For example, they might need to deal with new marketing tactics, an increase in staff numbers, rising rents, moving office space, change of management and reduced working time each day. The receptionist may make use of their flexibility to cope with changes in working schedules or occurrences at the workplace. As a result of their adaptation capacity, they can feel change as positive development and adjust how they do business in the environment.
Leadership:
Because of their ability to handle a heavy workload and overtime during the vacations, people working at hotel reception desks often have leadership qualities. They may, for example, perform their duties and discuss areas of improvement, rotate tasks, give team members advice on when to rest or encourage everyone to be better in time management. their period. They'll be able to apply their leadership skills and make sure everything runs smoothly in a hotel, that clients are comfortable working with the company.
Attention in details: 
Most hotel front desk staff are detail oriented when dealing with documentation issues such as cancellations of payments or missing key cards and busy shifts. They are able to recognize and resolve problems that may jeopardise the client's experience as a result of their attention to detail. Strong attention to detail is ensured that crucial details don't get lost in the midst of a busy work period or when working simultaneously, while performing numerous responsibilities.
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Component Two:
Contribution to Overall Module Assessment: 25%
In this scenario – It is your first day as a front desk associate and your manager has phoned in sick. Create an action plan and answer the following questions.

	What are you going to do to ensure that the hotel is represented well to guests?
	How will operations run smoothly throughout your shift?

	Why would you consider your plan being the most effective?

	What contingency plan will you put in place to ensure quick resolution of this scenario in the future?


	i) At first, I will memorize all the operational procedure and policies of the hotel. 


	i)i will ensure the check in and check out process
	i) because I will prioritize the work which will need that moment.
	i) Create thorough SOPs that detail all necessary procedures and duties.


	ii) I will show a welcoming attitude to the guest and interacting with those guests politely.

	ii) maintains the guest inquiries if any guest asked for an information.
	ii) I will organize all the department and also the hotel stuff 
	ii) need a cross training to understand their roles to play.

	iii) I will maintain clear and concise communication with other hotel staff members, passing on relevant guest information.


	iii) I will manage the reservation and addressing any emergency.
	iii) for documenting all the information. 
	iii) Plan training programs for managers to improve their delegating and leadership abilities.

	iv) I will escalate matters to the appropriate department to ensure swift resolution.


	iv) seek assistance from other staff members or contact the appropriate department for further support.

	iv) because of the proactive approach. 
	iv) succession planning needed to maintain the hierarchy order when anyone of the stuff is absent.

	v) When confronted with uncertain circumstances or difficult guest demands, I shall seek the advice or help of senior staff members or supervisors.



	v) Keep an eye on ongoing tasks, including follow-up requests, check-outs, and pending check-ins.

	v) Asking for help, when necessary, demonstrates resourcefulness and guarantees that visitors' problems are appropriately addressed.

	v) need an emergency contact list.



Component Three:
Contribution to Overall Module Assessment: 50% (1000 words +/- 10%)
Writing in essay format - Describe the key elements that are required when considering these four elements of hotel operations:

	
Element 1 – Property Management Systems (PMS)


	
a property management system is an essential tool for run a hotel reception. It acts as the foundation for daily operations at a hotel by combining diverse departments and automating crucial processes. All departments have access to up-to-date information thanks to its capacity to consolidate information and enable fluid communication across various departments, which fosters efficient collaboration and coordination. Another crucial component of a PMS is effective reservation management, which helps hotels to handle reservations with ease. Additionally, it enables easy channel management integration, enabling hotels to distribute their inventory across several channels while keeping control over prices and availability.
By automating crucial touchpoints throughout the guest's journey, like online check-in options and customizing the guest experience, a PMS dramatically improves the guest experience. For hotel operations, a property management system (PMS) is a crucial tool. It generates thorough data on revenue, occupancy rates, and financial performance and can be integrated with accounting software. It also automates billing and invoicing procedures. As it provides strong data encryption, access controls, and regular backups to guarantee the confidentiality and integrity of important guest information, it also plays a significant role in data management and security. Last but not least, a PMS transforms hotel operations by centralizing data, streamlining procedures, and enhancing guest experiences, as well as by boosting operational effectiveness, revenue potential, and data security.


	
Element 2 – Hotel reputation


	
Reputation management affects the hospitality sector in more ways than almost all other sectors. Before making hotel reservations, travellers of all ages and countries around the globe are conducting research online. The TripAdvisor report shows that in the decision to choose a hotel, 90 % of internet users believe reviews are important. In the absence of a customer's assessment, 53% of respondents say they won't be making hotel reservations.

Staff morale and performance is also important, as well as the physical aspects of the property and the interactions guests have with the hotel staff. A positive reputation boosts staff morale and attracts high-quality employees, as they prefer to work in establishments known for their excellent reputation and customer service. A hotel's reputation is an invaluable asset that significantly influences its success in the highly competitive hospitality industry. It serves as a powerful marketing tool, attracting guests, building trust, and encouraging loyalty. A positive reputation not only enhances guest experiences, but also contributes to staff morale, competitive advantage, and resilience in the face of adversity. Therefore, hoteliers must prioritize building and maintaining a strong reputation to thrive in the dynamic landscape of the hospitality industry.






	
Element 3 - Communication 


	
Communication is essential for establishing a rapport with guests, conveying important information, handling guest complaints, or resolving conflicts, and teamwork and collaboration. Receptionists must be able to actively listen to guests' needs, inquiries, and requests, and be knowledgeable about hotel facilities, services, and local attractions. Additionally, they must remain calm, listen attentively, and respond empathetically to address the concerns of upset guests. Finally, they must communicate effectively with colleagues to ensure a seamless guest experience.

Communication is essential for hotel receptionists, as it allows them to prioritize and allocate their time effectively to handle guest check-ins, check-outs, phone calls, emails, and other administrative duties. Additionally, communication technology has become increasingly important in the hospitality industry, and receptionists must be proficient in using various technologies. Effective communication skills enable receptionists to provide exceptional customer service, enhance guest satisfaction, and contribute to the overall success of the hotel. By recognizing the impact of communication and continually honing their skills, hotel receptionists can ensure a positive and memorable experience for guests, fostering a loyal customer base, and a thriving hospitality business.


	
Element 4 - Staffing 


	
The staff's role is decisive for the success of any hotel, and reception spaces are usually an important place to contact guests. Effective and efficient management of hotel reception staff has a strong impact on the satisfaction of guests, general experience as well as efficiency in operation. The effect of staffing on reception at hotels and its possibilities for improving guest experiences while enhancing operational results shall be explored in this article. It ensures that guests receive personalised attention and service by having an adequate number of well-trained reception staff. The efficiency in staffing allows reception workers to respond promptly to guests' requests and needs.

A well-staffed reception is a good way of making sure that members of the team are proficient in different languages which enables effective communication and removes language barriers. Opportunities for upselling and cross selling: A well-staffed reception can ensure that team members are proficient in multiple languages, enabling effective communication and eliminating language barriers. Additional services and facilities provided by a hotel could be promoted efficiently through the efficient promotion of reception staff, who are appropriately qualified and equipped. They can spend time understanding the guest's preferences and recommending appropriate upgrades or adaptations if they have enough staff to do so. In order to manage the hotel's operations smoothly, proper staffing at reception desk provides a reduction of wait times for checks and boarding.
Adequate staffing shall ensure that emergency situations are dealt with quickly and effectively by means of sufficient trained personnel. In terms of guest experiences and operational efficiency, staffing levels at hotel reception have a significant impact. In order to ensure that hotels are able to provide outstanding experiences for their guests, resulting in increased customer loyalty, positive feedback, and ultimately longer-term business success within the hospitality sector, they will need to prioritise appropriate staffing levels.
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