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Placement Overview:
Hotel placement is the most attractive part of my course. I was able to experience the real-life work environment in my work placement. I am doing my work placement in the premier inn hotel in oxford city centre near the oxford university. I have met the different type of the guest visiting the oxford with different purpose. Each of the guest visiting our hotel has their different expectations. During my placement I have worked in the restaurant, Housekeeping  and  in the office. All the service and quality manage and maintain from the office. Placement in premier inn hotel provides learning experience in hotel management and administration.(Anon,2016)
There are two offices in the premier inn hotel.  One is the front office and other one is the administrative office. During my placement I have observed and worked in both offices. The front office mainly  manages the guest service. The front office mainly run with the property management system called  BART. I learnt to handle the BART . its is easy to do all the front office task with this app. Room booking , guest check in, check out, keeping record of housekeeping, taking payment from the guest . overall, the BART( PMS)  is essential for  providing high standard guest service.   for examples, check in and check out guest. Recording guest request and complete the request to fulfil the guest demand and expectation. As the guest needs to check out by 12:00 pm  , some of our guest wants to leave their luggage at the hotel  reception for couple oh hours . we do tag the luggage and give the guest a part of tag so we can find the right luggage for the guest.

Administrative office:
In the premier inn hotel, the business mainly run by the administrative office. The manager is the head of the administrative office. I worked in the admin office during my placement. During my placement I was able to  learn practical aspect of managing administrative role and recognise importance of work based essential skills ( Slack,branded-Jones,and Johnston,2013) The admin office uses different application to fulfil the different task of the business. Co Pilot  app used for the finance handling. In this app I learnt to run the daily basis of health and safety check. Every day we need to practically check all the smoke alarm, fire exit door, fire alarm  and evacuation chair alarms are working. We need to keep record of all tests in Co Pilot app  and any issues should be reported to the maintenance department. Maintenance department use Ostara App to keep and maintain any issue in the hotel. The administrative office creates the pay rolls for all the staff  by SD Woks it also maintains the records of food and  drink sales and expenses by the Micros. The administrative office responsible for the ordering and keeping records of all consumables. The office use Fusion the online application to maintain records and order the consumables for the guest. It includes all the toiletries for the guest room and all the cleaning products.


Managing housekeeping:
The house keeping is the essential part of a hotel for guest service standard behind the scenes. This department should be run smoothly and on time. Manging house keeping department is the duty of admin office. The admin office creates the list of rooms to be make ready. A list of empty rooms should be ready on time . rooms should be allocated to the house keeping staff. And the office should provide the information of the room status. For example, which room are single, double , twin or quad. A printed list of room with the room status and the name of the housekeeping staff should be provided to the housekeeping staff. When they declare the room is ready, housekeeping supervisor should check the rooms and entry the room on the system as ready. This daily task record is maintained by the app called Gennie. In this app admin office keep the records of the linen and maintain the linen stock. The admin office also responsible for the ordering of the linen stock.

Managing staff with Four cast:     making rota for the staff duty on the weekly basis. The office can check that all the staffs are available at works. If any staff member is absent, then someone need to cover the gap to continue the standard of guest service.

Spotlight:
 it is the application where admin office checks the guest reviews and guest complaints about the guest service of all the department. It is the duty of the administrative office to response to guest complaints and reply by email and give them assurance to solve the problem.


 Power BI: with this app the hotel checks their business, reviews wind cart ,check labour cost.  The admin office set a target  to achieve  with the reviews wind cart to increase the customer service standard. There is point base table created by the office with this app to keep records and set the achievable target for the guest service standard. The manager always checks the tables and compare with the previous point. He also discusses the guest service standard with the staff during the staff meeting.




Media centre: The admin office is responsible for all the printing . the admin office maintains records of stock and order the new print work by the  online application called media centre. The admin office is also responsible for the marketing of the business. Marketing  mainly based on social media and online marketing.
Skills learned:
During my placement I learned how to make the room ready for guest. First all I need to make the bed ready. Change the bed sheet, pillowcase, and quilt cover. Hoover the carpet, clean the dust from the surfaces like tables and bed side drawer. Replace the consumables, change the cups and glasses and spoons. Change the bin from the room and bathroom. Replace the new bath towel, hand towel and bathmat. Clean the toilet, bath and all the taps. Clean all mirrors in the room and bathroom. When I was supervising as a house keeping supervisor, I checked  all these in detail and if anything was missing, I called the house keeping staff and make sure the job done properly. I made a check list for staffs to tick after finishing the task. In  my placement I learned how to check the fire alarm and after testing the alarms how to reset them and keep the records. I have learned  about the food allergens from the online training during my placement.
Skilled application: 
During my course   I have practiced how to use the Hotelier app. This knowledge helps me to do the check in, room booking creating guest request as a note and any special request by guest. During my placement I was comfortable to use BART in premier inn hotel because it was same as the Hotelier  app. 
I was working in an Indian restaurant  before my course and I was work in the restaurant  as a team, attending all the team meeting. During my placement I used my experience . Every day I have small meetings with housekeeping staff ,motivate them and explain what I expect from them. As a team we worked in the house keeping successfully.
I learned in my course how to concentrate on the job. The task I have done during placement , I make it complete with full details of the task. When I was cleaning the table in the restaurant I clean it properly, never left the table greasy or dust on the table or chair. Never drop the food remains in the floor, I always take the food remains with the plates. During hoovering the restaurant, I always hoover under the table properly after moving the chair. These sorts of detailed work make my task done properly.
Staff shortage is a big issue for the hospitality industry. After the Pandemic the hospitality industry has facing a big problem of staff shortage. During the Pandemic the industry lost their staff and now we need more new staff. And new staff needs to go through training and development programme.it takes moor time and a lot of expenses. 






Conclusion:  the administrative office plays the key role for the hotel business. The success of the business depends on a good administrative office. During my placement in Premier Inn  hotel, I have worked under the supervision of the hotel manager with great support. This work placement  was a good opportunity for the practical skill learning, and I will implement these skills in the future.
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