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The front office is the focal point of all activities and services in the hotel. The front office facilitates the overall communication with the back of the hotel among various departments to fulfill the guest’s needs. Guests are initially meet the hotel employees at this point. Guests are welcomed by the front office and get all the required information about the service, location of the destination, transportation, tickets, hotels facilities, amenities, etc. Front office personnel keep all the required information of guests and communicate with the guests over the phone, mailing, and face to face (Tavitiyaman, et al, 2022). This section increase revenue by manipulating and persuading guests by offering various amenities. This journal will discuss my developed knowledge and skills and implementation of this expertise shortly as well as evaluate my particular reflection.
Lessons that I have understood from this study
The context aids me to achieve a vast of knowledge and skills about the front office operation. I have gathered some procedures of services to the guest and the roles of this department to operate the hotel operation.
Knowledge and Skills that I have assessed in this module
I have accomplished some skills and knowledge of the front office operation of the hotel. This expertise is mentioned below; 
Taking Booking and Reservation over the Phone and Walk-In Guests
The front office attendant receives phone calls and mail from the guests. They try to convince and negotiate with the guests by informing various service features and amenities. They provide available rooms and facilities as well as telling price range to guests for deciding the guests in staying this hotel (Bemile, et al, 2014)
Welcome and Greetings with the Guests
Front office personnel always try to impress the guests by cordially welcoming and greetings them very well. They show their humbleness, promptness, positive attitude, compas mansion service loyalty to guests. Guests are initially got a warm welcome from the front office and take some procedures by the front office personnel.
Settlement of Accounts, Check-In, Check Out
Front office employee mainly tries to increase their revenue by applying various pricing strategy. They complete all the sign-up procedures by asking for some personal information from the guests. They take some initial amount or block card for a certain amount in checking the time (Abukhalifea, et al, 2022). To check out the guests by finishing all the financial settlements of the property against the guest account. 
Input Exact data and maintain high privacy
Property attempts to gather all the necessary data and information about the guests by the front office because it requires persuading guests to come to the hotel offering new services and making the guests loyal clients. But this division mostly focuses on the safety and security of the personal information of guests to breach the guest’s profile.
Collaboration with other division
The front office department coordinates with another department of the hotel to provide a flawless and efficient service to the guests. Collaborating with other division makes the hotel more productive and fasten the service chain. The front office maintains good communication with the back of the house and front of the house personnel to facilitate guest satisfaction (Fu, et al, 2020).
Resolving problems of the guests
The front office is the nerve of the hotel so any guests primarily ask anything here and also complain about some difficulties that happened with them. This department is well connected to all the departments that’s why it’s easy to resolve the particular issues of the guests.

Future Execution of This Knowledge and Skill Set
The front office department is the focal point of the property that’s why these employees need the above-mentioned skills and knowledge to overcome tough situations. These capabilities and expertise are very much required to be a better staff of front office in any property in future. The knowledge and skills that I acquired will be very conducive to me for getting a new opportunity of the front office in any hotel and this expertise is always shinning me to improve my personality and achieve various benefits (Rony, et al, 2020).
My Reflection
This knowledge and skills learning will foster my ability to sustain in the hospitality sector as an excellent staff. This learning improves my communication skills, analytical skills, convincing skills, engagement capabilities, and increase my knowledge level. This lesson taught me about the role and responsibility of the front office operation and help to get a clear idea about the critical situation.
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