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The key skill required to work at the front desk of the office are listed below:
To become organised in whatever is done should be addressed as the key skill at the front office desk of a hotel. Organizing each event and working effectively and better way is the major role of the front desk associate in the office (Zhong and Verma, 2019).
Practising active listening: The skill of active listening is also considered the key element of the hotel for front desk associates and also helps in the achievement in the future world. Active listening is not only termed as what the other individual is saying in the hotel industry but also understanding their core viewpoint effectively (Krizanova et al., 2019). These major key skills would help the hotel to resolve several conflicts. 
Training and development: This key skill to work in the hotel as a front desk executive or associate. The hotel industry helps in the operation of the business more elegantly (Nikolskaya et al., 2022). However, training and development for the staff and the workers in the industry boost them to work actively and positively and also attend to each client or guest potentially. This also skill would help to work at the front desk helping the industry to effectively hold the path of progress as each client after successful development and training motivates the guest and attracts them to the hotel. 
Rate planning: Rate planning is the standout of the most vital exhibition of the property management system in the hotel (Iris and Lam, 2019). This key skill should be per cent to work on the hotel desk as in the present world, the rates of the hotel are being adjusted with the seasons and vacation mood, thus rate planning helps to adjust the rates of the hotel as per seasons and vacations of the guest and their dealings. This is the major key skill of the hotel for operation and achieving heights in the future.
Review monitoring: To work in the hotel, this is a major skill needed to be addressed to attract guests and the customer altogether. The major websites of the hotel brand and platforms such as Facebook, Yelp and Google are the major sites for guest and customer activity calculations. Monitoring and controlling these and other review websites is one of the major and vital components of maintaining and managing the reputation of the hotel (Anagnostopoulou et al., 2019). 
Worker accounts: To work at the hotel front desk, the key skill which must be adopted by the individual or the staff is to make the worker's accounts and also help them ineffective products in the industry. This thus also helps the hotel to reach heights and succeed in future growth and development (Köseoglu et al., 2020). 
Motivation: Motivation plays an effective role in every organisation. Thus, to adopt these particular key skills one can be a significant front desk associate in the hotel (Rivaldo, 2021). This is a vital key skill in the hotel to work as a front desk as it would help each staff and worker to present effectively amazon the guests or the customers and help them will all luxuries and benefits in the hotel (Chien et al., 2020). 
A warning to the staff and the hotel about risks: Identifying the risks beforehand is the most important skill which is needed in the hotel industry. To work in the hotel as a front desk executive, one must have enough knowledge of risk management and how to manage the risk when hits the hotel industry (Guillet and Chu, 2021). 
Effective in the booking of the hotel rooms: The guests should be welcome y the front desk executive while bookings are confirmed by them. Thus, to work in the hotel as a front desk executive, the individual must have enough knowledge of how to greet the customers or the guest who is approaching the hotel for a luxury stay. As in the marketplace with countless hotels nearby, it would also help in setting up an online review and website for booking so the guest would also be free to search for the hotel brand on the website and know each detail with their utmost requirements (Shaker et al., 2020).
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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?


	Time is a very crucial element of each one life. In every aspect of life and in veracious organisation time is given the most importance (Chan et al., 2020). Being a front desk associate, I would do the most vital things for the clients or the customers to represent them well in the hotel is provide them with the waiting times in the hotel to enter their luxury rooms. Thus by providing the accurate time of waiting to the customers or guests in the hotel and they will also not get any kind of frustration as they have to wait for several minutes or hours (Koo et al., 2020).
	Preparing oneself for the worst situation is the most effective decision an individual can take in his or her life or the business organisation (Jaberzadeh and Mansouri, 2021). During my shift in the hotel, I would address the hotel being a front desk associate and prepare the hotel for the worst circumstances and make the hotel stay strong at all corners of the market. However, preparing for the worst situation help the hotel to get a detailed plan against the worst circumstances which might address the hotel with the force and impact the growth and development of the business. 
	My plan is most effective being a front desk associate in the hotel as I work with all unity and my command is heard by each staff. The command over something is very beneficial to make the business work collaboratively and effectively (Kaliappen et al., 2019). Apart from these, my plan is much more effective and is considered to be beneficial for the hotel as I reward the staff and the other employees of the hotel with small rewards as they perform well in the business and attract a huge number of guests and customers initially. 
	A contingency plan is the most essential plan for every organisation to deliver its results to the challenges or issues incorporated in the business organisation (Cahyani and Indriati, 2019). The contingency plan is also termed plan B in any business organisation (Fang, 2021). Being a front desk associate the contingency plan which would be put in place to ensure effective respond with quick resolution in the future world of the business is outlining the plan B for each set of risks in the hotel would make the hotel to solve the risk at less time and responding with quick actions.

	Representation in the hotel is the most effective part to address the guests.  I would ensure eye contact with the guests or the customers to ensure that the hotel holds a great representation and goodwill.
	In my shift in the hotel as a front desk associate, I would operate my shift smoothly as I focus on the modes of amelioration in the hotel ground and make the hooks and corners of the hotel effective all the time. This directly satisfies the demands of the guests and the customers and most importantly attracts the customers to the hotel (Nwokorie and Igbojekwe, 2020).
	I would consider my plan to be the most effective as I would recruit the best employees and staff for the hotel and attract the guests and customers at a huge range. Plan is the most effective one to be addressed in a business organisation and this should be among the best step to be introduced (Lai and Wong, 2020).  
	Sharing revisions and reviews with the customers during their stay is the most effective step of a contingency plan in the hotel ground (Anh and Huy, 2021). I being a front desk associate would like to introduce the contingency plan that is reviewing the reviews of the guests and the customers a through this attracting customers from the different ground such as leisure purposes, office meetings, conferences, vacation and so on. 


	
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)

	The entire essay aims to highlight the four major key elements of the hotel industry which would build the operations of the hotel into success and achievements. 
The property management system refers to the ultimate software application for the operations of several companies and primarily the hospitality sector accommodation and the commercial residential rental set of properties. The property management system is primarily used by local government, manufacturing industries, and the hotel industries effectively (Bardi, 2021). The key elements or components that are required for the operations of the hotel are as discussed below:
A smart calendar: This is the initial element of the hotel property management system. And it is also a trend as the interactive calendar (Madni et al., 2019). The smart calendar gives the hotel the ultimate ease to observe their availability and reservations differently and conveniently. It also builds an easy way to reverse offline tickets. 
Rate planning: Rate planning is the standout of the most vital exhibition of the property management system in the hotel (Iris and Lam, 2019). In the present world, the rates of the hotel are being adjusted with the seasons and vacation mood, thus rate planning helps to adjust the rates of the hotel as per seasons and vacations of the guest and their dealings. This is the major element of the hotel for operation and achieving heights in the future

	Element 2 – Hotel reputation

	Hotel reputation management is known for its feature of influencing and monitoring how the hotel is perceived in the online mode. The hotel's reputation involves keeping track of the several sites of review, engaging and posting on social media, optimizing the hotel website for search and so on (Lai 2019). The key components of this particular element in the hotel industry area s discussed below:
Review monitoring: In the hotel, this is the major element to be addressed to attract guests and the customer altogether. The major websites of the hotel brand and platforms such as Facebook, Yelp and Google are the major sites for guest and customer activity calculations. Monitoring and controlling these and other review websites is one of the major and vital components of maintaining and managing the reputation of the hotel (Anagnostopoulou et al., 2019). 
Social media monitoring: This major element of the hotel is the major one as it holds the guest and the customer in a wide range of areas (Fernández‐Gámez et al., 2020). This initiative provides a look at what the guests have to say about the hotel and the competitors or other markets in common. Thus, monitoring this particular activity helps the hotel to better understand the guests and gives enough information to ameliorate the strategy of marketing in the hotel.

	Element 3 - Communication 

	Communication in the hotel is one of the major elements to be addressed to hold a repetition and goodwill to its brand. However, communication refers to the ability to concisely communicate with the guest, staff and other workers as it is vital to hold the success of the hotel industry (Jhaiyanuntana and Nomnian, 2020). A manager of the hotel or the front associate is the one who can communicate effectively their expectations and vision to their workers and team to likely hold or ascertain the outcomes that one who initially cannot. 
Practising active listening: The skill of active listening is also considered the major element of the hotel for its operation and holds the achievement in the future world. Active listening is not only termed as what the other individual is saying in the hotel industry but also understanding their core viewpoint effectively (Krizanova et al., 2019). These major key elements would help the hotel to resolve several conflicts. 
Being respectful: Respect is a significant tool in the hotel industry as through this the clients or the guests can be attracted towards it. Being respectful is the key element of the hotel for further operation in the future as it is vital to maintain respect and it also assists in creating a positive environment of working and holding great relationships in the team and among the guests. 

	
Element 4 - Staffing 


	In simple words, staffing is defined as the ongoing process of selecting, finding, evaluating and developing relationships working with future and current employees. The primary aim of staffing is to fill the different roles in the industry with suitable workers or employees (Ifeoma, 2020). In the hotel industry, staffing is mostly required to engage each worker or staff in a different role to help the guest and the customers with their demands and starfish them effectively. Moreover, the key elements of staffing considered for the operation of the hotel are discussed below:
Recruitment: Recruitment is also another key element of staffing in the hotel. As the manager and the top-level teams in the hotel industry recruit the workers in each level and section of the hotel to please the guest and the customer with all benefits and satisfaction
Training and development: This key element of the hotel industry helps in the operation of the business more elegantly (Nikolskaya et al., 2022). However, training and development for the staff and the workers in the industry boost them to work actively and positively and also attend to each client or guest potentially. This also helps the industry to effectively hold the path of progress as each client after successful development and training motivates the guest and attracts them to the hotel. The entire part effectively concludes with the major element of the hotel in its operations. 
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