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[bookmark: _Toc156641049]Introduction 
Hotel administration operations refers to the activities or operations that need to be conducted regularly as part of the responsibilities of the hotel management (Dogara et al., 2020). There are different responsibilities in hotel administration including in the front office, back office, sales office, finance management, human resources etc. (Lee and Lee, 2020). Of this section, I am more interested in the human resource sector and I am preparing myself for the position. In this paper, I will reflectively reflect on my learning objectives for highlighting my concern for attaining my target. This paper will also cover the critical analysis of work-based skills and technical knowledge, reflection on organisational issues and finally the action plan for developing my skills in the future time. 


[bookmark: _Toc156641050]Reflection on Experience and Personal Development 
In the guest service operation, there are huge opportunities to develop personal and professional skills (Rossetti, 2023). I have also been able to develop my skills and experience in different fields that I have reflected on with the Kolb reflective cycle. 
[image: ]
Figure 1: Kolb's reflective cycle. 
Source: (Rossetti, 2023)
Concrete Experiences: During my time working as a service provider in hotel management, I developed my skills in communication, teamwork, managing diverse people and building relationships with customers. There is huge space for improvement and I am working on it to increase my effectiveness in this field. However, I have been able to develop these skills for contributing to the organisation. 
Reflective Observation: I had to communicate with the guests, colleagues and other senior employees of the hotel I have learned how to share and collect information which developed my skills for effective communication. During the period of group work, I learned how to contribute to attaining specific objectives and it was also very effective for developing the knowledge to manage the diversity in the workplace. I also learned how to ensure the best services to the guests to make them satisfied and loyal. 
Abstract Conceptualism: When I joined the organisation, I was not able to communicate with diverse customers. I found it with huge complexity and thought that I couldn't communicate with diverse people. However, my team leaders supported me in developing these skills and I also made more efforts to develop my knowledge. It was the turning point for me to develop my effectiveness continuously. 
Active Experimentation: I have found that I have to develop my skills in communication, teamwork, ensuring the best services to the guests and such kinds of different fields. For these reasons, I have developed action plans with specific times for developing these skills. 

[bookmark: _Toc156641051]Critical Analysis of Work-Based Skills and Technical Knowledge 
Work-based skills are very important for any individual to attain the destination within a fixed time (King and Lawley, 2022). It is the outcomes with the combination of academic and practical learning that increase the strengths of an individual (Donate et al., 2022). In hotel management, there are so many activities that can not be done properly without having practical and technical knowledge (Zhao et al., 2020). Academic learning increases the knowledge of an individual which attains fulfilment with the work-based learning approach (Jawabreh et al., 2022). To ensure the perfection in every stage, the technical knowledge and work-based skills are essential (Ushakov et al., 2020). It helps to understand the situation for taking the necessary decision to avoid any complications and increase the reputation of the organisation (Weber et al., 2020). The hotel administration needs to conduct numerous activities which can be possible by having this knowledge and skills. For example- it needs to collect the necessary resources, employees and other vital things that can be possible with the relevant knowledge. If anyone can work in a department, it can be possible to understand the overall situation there to implement the knowledge to attain satisfactory outcomes. With this knowledge, it is possible to overcome numerous complications in completing all of the administrative tasks. 
[bookmark: _Toc156641052]
Reflection on Organizational Issues
During the working, it is natural to face different situations that need to be managed and overcome effectively (Khan et al., 2021). I also need to overcome different situations for the well-being of my working organisation. I always try to ensure the best services for the guests to increase the reputation of the organisation. In different situations, I have solved so many issues that helped to attain more acceptance from the guests and it was also very effective in developing the overall performances. One day, while I was monitoring the overall situation of my working organisation, I found a serious issue that I understood by reaching in there. It was the guest services issue for which my working organisation was highly reputed. A group of employees of a reputed company booked their launch in our hotel and they asked to stay for a certain period. After their arrival, they found that the place for them was not ready and they were offered to conduct their meeting in a public place. The manager was disappointed with the situation and they were about to leave the place. I took the responsibility to manage the situation and said sorry to them for such kind of mistakes. I have offered them a quiet place and said that such kind of incident will not happen in the future time. I also asked them to offer them the best services and provide a discount for wasting their valuable time. For these reasons, they were feel satisfied and thanked me for my initiatives. For this reason, the overall reputation of our organisation and our department increased massively. 
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I have found some specific stages for development to ensure better services to the guests to enhance their satisfaction. In the following, I have provided the action plan for developing my skills to attain professional growth within the industry. 
	Targeted skills
	Necessary resources
	Supports from individuals
	Assessment criteria
	Duration

	I need to develop my communication skill
	I will join an online short-term course to develop this skill.
	I will ask my colleagues to help me by focusing on my improvement. 
	I will implement the knowledge in the organisations and outside of the organisations to understand my effectiveness in this field.
	3 months. 

	I want to develop my skills in task management 
	I will read different relevant books and collect more information from online sources.
	I will ask my senior employees to observe my development. 
	I will implement the knowledge in the workplace to evaluate my progress. 
	3 months. 

	I want to develop my skills for ensuring the best services to the guests. 
	I will join in an offline service for developing the skill. 
	I will ask my co-workers to evaluate my performance quality. 
	I will try to offer better services to the guest and analyse their satisfaction. 
	2.5 months. 
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Reflection on personal skills is very effective for understanding the overall situation for taking the necessary action plan for further time. Work-based skills are more effective for implication and the technical knowledge allows us to ensure the best services to the guests to enhance their satisfaction. I am working to develop my skills in different fields that get more speed with work-based learning. I can understand my effectiveness or development which helps me to take the next steps and overcome successfully. 
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