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Rossington Hall Hotel in Doncaster specialises in providing luxury accommodation and event facilities through multiple departments. I was placed in the housekeeping department, but I also learned about working on its administrative parts, such as scheduling, inventory management, and staff coordination. This placement gave me an idea of how administration is instrumental in helping the hotel be efficient and make the guests satisfied.
Learning Objectives:
· Obtain an understanding of administrative responsibilities in housekeeping, such as resource allocation, scheduling and quality control.
· Get to learn some work-based skills such as time management, communication and problem-solving.
· Efficiency analysis of guest service and operational performance with administrative efficiency.
· It can be used to evaluate learning and professional growth using Gibbs' Reflective Cycle.
[bookmark: _Toc190507413]Section 1: Reflection on Experience and Personal Development
While I was at Rossington Hall Hotel, I watched the housekeeping supervisor’s administrative duties and what they did to facilitate guest service operations. Regarding the housekeeping role, the supervisory role mainly includes administrative tasks like staff scheduling, resource allocation and quality control checks, while Housekeeping is really about room cleanliness. Also, I monitored how the supervisor handled these duties and learned how organisation, leadership, and communication are important aspects that contribute to efficiency.
I greatly took away from this that effective communication is critical. The supervisor must assign tasks, give clear instructions, and solve issues so that productivity and the guests’ satisfaction are maintained. I saw how poor communication caused delays and how good briefs reduced communication. This experience helped me to realise the importance of administration and communication in ensuring hotel operations (Torlone, 2023).
What I learned through my university studies, especially in Leadership and Organisational Behaviour (MOB), was about various leadership styles. I found that the housekeeping supervisor had used Participative leadership, in which he encouraged teamwork and motivated staff to take ownership of their tasks. This management style created an engaged and efficient workforce, aligning with established theories on employee motivation and job satisfaction (ASET, 2017).
Although my experience on the job was lacking, I noticed how administrative efficiency impacts guest satisfaction. For instance, when there was poor scheduling, the result was that staff couldn’t meet deadlines on time, as a result of which guests complained. The administrative skills I learned were effective scheduling, resource planning and problem-solving in hospitality (Chela-Alvarez et al., 2022).
I got better at time management and adaptability during the placement. It helped me become better at handling multiple responsibilities, such as managing inventory levels and handling last-minute staff shortages. The professional and personal development of these experiences has helped me to improve my performance in managing operations professionally and efficiently.
Classroom theory was integrated with real-world administrative tasks of hotel management, and I gained some useful information. This exposure gave me more interest in hospitality work and showed me how administration is essential to guest service excellence (QAA, 2018).
[bookmark: _Toc190507414]Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge
Administrative skills and technical knowledge are vital to keeping service standards high, and these were something I observed during my placement at Rossington Hall Hotel. However, housekeeping operations are important to satisfy the guests, but supervisory administration, such as scheduling, performance tracking, and resource management, control to be efficient (Hagg, 2013).
Effective communication was one of the most important work-based skills I developed. Daily briefings were held by the housekeeping supervisor to provide work priorities, guest requests and staff allocations. These briefings helped employees understand what their responsibilities were and to avoid miscommunication errors. There was also written communication, checklists and log books, which helped with tracking completed tasks, eliminating confusion and increasing accountability. It is extremely important for hotel operations (Casado, 2012).
Another key skill I noticed was time management. Scheduling staff for a fast-paced hotel environment was key to rooms being cleaned on time and during peak check-in periods. When schedules were not well planned, delays would occur, resulting in poor guest satisfaction and operational flow. A task prioritisation system was used by the supervisor, and rooms for early arrivals were attended to first while quality standards were met. I learned from this experience that scheduling and time management are basic administrative skills in hospitality management (Bardi, 2010).
Also, administrative decision-making depended on technical knowledge. The supervisor also needed to know inventory management so that the right cleaning products and equipment were on hand without overstocking or running out of essential things. In addition, they also monitored the performance metrics and came up with areas for improvement in the cleaning efficiency and guest feedback. By demonstrating this was the first known case that used data-driven decision-making to improve the operations and service quality of a hotel.
My placement was a key lesson in how to combine work-based skills and technical expertise to make efficient hotel administration. The supervisor optimised housekeeping operations by scheduling, controlling communication, and allocating resources in a manner efficient enough to make sure the housekeeping fulfilled guest expectations. It reinforced my fact that administrative efficiency has the most direct impact on service on the quality of the hotel and its success.
[bookmark: _Toc190507415]Section 3: Reflection on Organisational Issues
The issue I was faced with during my placement at Rossington Hall Hotel was that the guest’s room was not cleaned properly before they arrived. Dust on furniture and carpet stains made the guests not satisfied and bad for the reputation of the hotel. Administrative oversight, quality control, and staff coordination were identified as key weaknesses in this issue (Kim and Kim, 2022).
This caused operational inefficiencies as the housekeeping team changed their priorities and had to allocate additional resources to resolve the complaint. The other rooms were not cleaned as soon, which in turn affected overall guest satisfaction. The reason for the oversight was the lack of a structured quality inspection system (Gardi et al., 2021).
To avoid such problems, the hotel should adopt principles of Total Quality Management (TQM), including systematic room inspection, staff responsibility and continuous improvement. Guest arrivals should be checked first by the supervisors before the guest's arrival, and the performance tracking tools should be used to evaluate the cleaning efficiency. Additionally, staff training programs need to remind the staff that maintaining high standards is important (Al-Sabi et al., 2023).
The hotel quality standards maintain this experience that effective administration, structured processes, and proactive supervision are essential. Hotel service can be made more consistent, and guest satisfaction can be increased by paying attention to inspection protocols and employee feedback loops.
Action Plan
	Skills to Improve
	Actions to Take
	Timeframe

	Communication Skills
	Attend workshops and practice professional dialogue
	6 months

	Leadership Skills
	Lead group projects and attend leadership seminars
	4 months

	Time Management
	Develop structured work schedules and attend training
	2 months



This structured approach will support my professional growth in hospitality administration.
[bookmark: _Toc190507416]Conclusion
Indeed, work-based skills, administrative efficiency and guest service standards are the important aspects of hospitality which were highlighted through my placement at Rossington Hall Hotel. Watching the housekeeping supervisor’s administrative role in the hotel taught me about the main scheduling, communication, and coordination with task relevance for the hotel’s overall performance. This experience strengthened the link between theory and practice, and it helped me enhance my problem-solving and leadership skills.
I will continue to further develop my communication, leadership, and hospitality management knowledge. With continuous learning and professional growth, I will be able to pursue a career in hotel management, providing high-quality services and operational excellence in the industry.
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