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Introduction
Premier Inn Hotel stands as one of the top hotel chains in the UK by dedicating itself to delivering exceptional guest services. Administrative operations in the Premier Inn hotel serve as key components for maintaining daily operations. This is achieved through rooms allocation to guests, handling bookings and financial dealings by staff. During my placement, I shadowed the supervisory activities in the Front Office department as this department remains the main guest service and administrative coordination area.
Learning objectives:
· To learn technical skills as well as develop workplace abilities related to communication teamwork and task management.
· To focus on increasing my efficiency when handling guest services and problem resolution.
· Reflect on my hospitality industry vocational progress and personal development during the placement.
This analysis uses Graham Gibbs’ Reflective Cycle (1988) to develop this reflective log by examining description, feelings, evaluation, analysis, conclusion, and action plan (Klenert, 2021).
Section 1: Reflection on Experience and Personal Development
Description
I spent six weeks shadowing my supervisors and managers across different hotel sections which included Food and Beverage, Housekeeping as well as Front Office. As part of my Front Office experience, I observed and took part in activities which included guest check-in and check-out processes together with room assignments and customer support and operational handling of the hotel's reservation system. As part of my experience, I supported hotel administration through tasks like payroll processing payroll while creating budgets and organising staff meetings.
Feelings
I felt completely overwhelmed at first because of the hotel booking system complexity and the fast environment of the Front Office. Learning along with handling demanding customers proved to be an unpleasant combination. When I learned about my roles through my supervisor, I started to appreciate the challenges and experienced pride when I could work under minimal supervision. My self-esteem increased when I successfully handled guest queries and room allocations during Week 5 with oversight from my supervisors.
Evaluation
Technical knowledge proved essential during this experience. Essential knowledge of booking systems and financial tools and stress management skills among others proved fundamental at work (Santos, and Mamaclay, 2024). The theoretical knowledge I acquired through Levels 4 to 6 courses proved insufficient when applying these concepts in practice. My coursework about customer service management showed me how important it is to listen actively and show empathy when working with customer complaints.
Analysis
The placement transformed my skills as a professional and as a person. I strengthened my skills in multitasking and efficient time management alongside improved interpersonal communication regarding guests and coworkers. I experienced technical trouble with the booking system during Week 3 until I asked my supervisor for help thus improving my system skills and self-assurance. My academic journey along with previous work in the food and beverage department established strong groundwork but my placement taught me how departments in hotels relate to each other.
Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge
Significance of Work-Based Skills
Work-based competencies consisting of communication together with teamwork as well as task management form the foundation for successful hotel administrative practices (Dogara, G., Kamin, and Saud, 2020). The front office areas require essential communication skills because staff members need to contact visitors, staff and other stakeholders as argued by Suwarto, Pforr, and Volgger, (2024). In Week 4, the manager was handling a stolen money case from a guest and he proceeded to handle it calmly and professionally. Through his composed and business-like communication approach, the manager reduced tension by offering an efficient resolution to the problem.
The Front Office achieves its goals through strong cooperation between its personnel from various departments such as the housekeeping department, Food and Beverage services and Maintenance support. I joined the housekeeping team during Week 2 to prepare guest rooms by sharing important information through effective communication channels.
Technical Knowledge
According to Dzikria, and Solihin, (2023), a hotel administrator needs strong technical abilities especially when working with the hotel's booking system and financial management system to execute administrative responsibilities. During Week 6, I gained knowledge about payroll and budgeting, while needing both financial policy comprehension and detailed work practices. The hotel depends on this vital information to maintain smooth profitable operations.
Relevance to Administrative Tasks
Pantaruk, et al. (2025) also argue that guest services at high levels and operational efficiency become possible through the combination of technical knowledge and work-based skills. I applied my newly acquired technical abilities to allocate rooms and employed communication techniques to handle guest inquiries which brought forth positive feedback from guests and supervisors during Week 5.
Section 3: Reflection on Organisational Issues
The Issue
The major significant issues I encountered during my placement were stress and pressure. During busy periods, the Front Office personnel underwent high levels of stress while facing significant work pressure. Front Office personnel dealt with overwhelming situations when handling the numerous guest check-ins, check-outs, questions and problem-resolution tasks. 
Impact on the Department
Staff members made mistakes during peak hours due to stress and this led them to perform untimely or inaccurate tasks when handling guest needs. The errors created unwanted effects on guest satisfaction and additional work for housekeeping personnel who fixed these problems.
Proposed Solutions
The following solutions must be implemented to solve this problem.
Staff Training: The front office staff can benefit from expanded training about stress management and time management strategies for peak hours management (Muchiri, 2022).
Rosters Adjustments: Rosters adjustments that follow guest demand patterns can provide sufficient staff to cover busy times.
Technology Integration: Front Office staff efficiency can increase with the addition of self-check-in stations that minimise their work volume (Thenahandi, 2023).
These solutions find support in Maslow’s Hierarchy of Needs which underscores the necessity of workplace support for boosting employee performance levels and workplace contentment (Amayreh, and Arshad; Cui,s 2024).
Conclusion and Action Plan
Key Insights
Participation in this placement has turned out to be a transformational opportunity that expanded my technical expertise and job-related competencies. During this placement, I developed a profound understanding of how communication works together with teamwork. Hospitality industry professionals need to engage in continuous learning and adapt to new scenarios according to the experiences I have faced.
Future Professional Growth Practice
Going forward, I plan to advance my abilities through:
· Undertake further education in hotel management systems together with financial tools constitutes my professional development plan.
· Take professional development opportunities in supervisory roles will help me acquire leadership talents.
· I will also regularly review my experiences in order to notice my weak points and follow my development path.
My experience at the hotel has strengthened both my love for hospitality and my dedication to a hotel administration career. All knowledge acquired through this placement experience enables me to have faith in my contributions to the hospitality industry and success in achieving my career objectives.
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