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	Gibbs Reflective Cycle
Personal experience may be presented and learned from via the Gibbs Reflective Cycle. The reflecting cycle depicts personal experience in six steps. So, utilising the components, personal sentiments and thoughts are presented successfully in a systematic way to demonstrate the main things learned during the work process (Markkanen et al., 2020).
Description
The stage of description mainly comprises the experiences gained by the individual during the attachment with the respective task. It illustrates a detailed account of the incidents and the happenings that are encountered by individuals (Adeani et al., 2020). While I was engaged in this particular role of managing the front desk operations, I came across a lot of fresh experiences which has allowed me to gain deep insights into the operations of the hotels and also made me aware of the responsibility of a front desk executive. The skills that are required for handling this position are mainly good communication skills and the skill of the right approach. Besides this, behavioural skills and multi-tasking skills are also essential for managing this operation.
Feelings
The feelings portion of the reflective cycle mainly deals with the individual feelings and experiences gathered during the engagement with the respective task. It portrays the personal emotions and thoughts of the individual (Markkanen et al., 2020). When I was assigned to this task of handling the front desk and playing the role of an executive, I was nervous at first, however soon I gathered my confidence and jumped into the task. I was deeply enthralled as I got this opportunity to manage the customers and other staff directly and I utilised my resources to the utmost to deliver the best possible results.
Evaluation
The evaluation stage of the Gibbs Reflective Cycle analyses the experiences gathered by the individual while encountering a particular task (Hunter, 2021). During my attachment to this particular role of managing the front desk, I realised that my communication skills are good which enabled me to collaborate with my team effectively. Furthermore, it also facilitated me to identify my weak zone, like poor skills in managing time. Due to the shortage of this particular skill, I failed to accomplish my task within the given period of time. In addition to this, the proper approach towards the staff and customers has enabled me to manage the task in a proper manner without any problem.
Analysis
During the analysis phase of the reflective cycle, the individual assesses the experiences that they have gained as a result of their participation in any given activity. It relates the experiences of the person and recognises the strengths and flaws of their actions, so offering the opportunity to improve one's good abilities and get rid of one's bad ones (Adeani et al., 2020). When I was working on this specific assignment, I became aware of some of my shortcomings, such as my inability to multitask and my poor time management abilities. These are areas that I need to improve in order to make myself more presentable. On the other hand, it helped me become more conscious of my good qualities, such as my capacity for communication, among other things.
Conclusion
The conclusion portion of the reflective cycle provides a summarised structure of the overall happenings and the experiences gathered by the individual during the association with any task (Adeani et al., 2020). To conclude, it can be said that my overall experiences are quite enriching which not only enhanced my skills but also served greatly in developing my self-confidence. Furthermore, it has also made me aware of my flaws which I must work on to handle such situations more efficiently. The poor time management skills and poor multi-tasking ability need to be addressed very soon to develop my personality as well as to grow from the perspective of my career.
Action Plan
The Gibbs Reflective Cycle action plan helps create a strategy for an individual's future growth to enhance knowledge and ability (Adeani et al., 2020). This exercise revealed my bad traits, which I must overcome to succeed in the hospitality industry. I need to improve my multi-tasking skills so I can handle everything. It will also improve my job and personality. My weak time management skills must also be corrected because without them, all allocated duties cannot be completed properly.
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Component Two: Practical Task - Scenario
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?


	Check the attendance of staff so that the daily work of the hotel is accomplished smoothly (Bardi, 2010). Moreover, if any staff remains absent then the appropriate replacement should be managed.

	Adopting a proper leadership form is very important to ensure proper coordination with every staff and operating the entire function of the hotel smoothly (Bardi, 2010). The proper leadership skills will facilitate in guiding the staff more effectively.
	Implementation of proper leadership form so the employees can be managed efficiently without any problems (Bardi, 2010). Furthermore, it will also serve in maintaining a cordial environment among the team members. 
	Develop time management skills to manage this type of activity proactively. The proper time management skills may help to formulate appropriate strategies to culminate assigned tasks within the given time.

	Strict monitoring of Check-In and Check-Out of the guests is very necessary for running the operations of the hotel (Sharma and Gupta, 2021). In addition to this, checking the payments of the guests is also an important task to avoid any kind of issue in future.
	Developing an appropriate schedule for the tasks is very crucial to accomplish every task within the given time (Hussain et al., 2021). Without any proper schedule, the tasks cannot be completed and thus it will create a messy situation and utter mismanagement of the entire work. 
	Framing a schedule for the entire day will facilitate me to plan actions according to the requirement. Furthermore, it will also provide an idea about the accomplished and pending tasks (Hussain et al., 2021). Thus, accomplishing daily based tasks is very important to run the entire hotel without any issues. 
 
	Gaining multi-tasking ability is very important to handle various responsibilities in a proper manner and efficiently (Polacsek et al., 2020). Furthermore, it also serves greatly in handling multiple tasks at the same time.

	Managing everything efficiently is very important to run the hotel smoothly. For instance, checking the facilities provided to the guests. In addition to this, the availability of food is very important to serve properly (Okumus et al., 2020). So offering a diverse course of dishes is very important to serve every kind of guest, be it children, adults or senior citizens.
	Communicating with staff properly to reduce any type of confusion related to work. Furthermore, better communication with staff will also serve in developing rapport with them and thus will provide scope for offering guidance to the staff (Polacsek et al., 2020). 
	Better communication with staff will help in knowing the ongoing issues and thus will provide scope to address those issues more actively (Polacsek et al., 2020). Moreover, better communication skills will also help me to know the problems of the employees.
	Developing Interpersonal skills may also facilitate in developing a relationship with guests and the staff (Polacsek et al., 2020). Thus, this skill will enable me to collaborate with the staff and guests perfectly.

	Addressing the complaints of the customers effectively and promptly is very crucial to provide the utmost satisfaction to the guests as well as very important to maintain the reputation of the hotel (Nikolskaya et al., 2020).
	Dividing workloads among the staff according to the individual skills of the employees is very important. Thus, allotting responsibilities according to suitability improves the productivity of the staff (Sharma and Gupta, 2021).
	Sharing workloads among the employees is very crucial to develop the performance of the employees without creating work pressure on them (Sharma and Gupta, 2021) Thus, sharing workloads will also help in maintaining the work environment and equality.
	Gain the ability to adapt to diverse situations to handle this type of responsibility suddenly. It keeps an individual prepared to adjust to various situations efficiently and thus improves efficiency in terms of work (Polacsek et al., 2020).

	Improve collaboration with the staff is very important for operating the functions of the hotel in a smooth manner (Tesone, 2015). Better communication will serve in sharing duties and responsibilities.
	Run a dedicated help desk for addressing the grievances of the guests perfectly (Sharma and Gupta, 2021). It is important to dissolve the issues faced by the guests more promptly. 
	Opening a help desk will provide the facility for the guests to share their problems directly with the concerned team which in turn will ensure fast dissolution of the problems (Sharma and Gupta, 2021).
	Developing the ability to work under pressure is very important to tackle unprecedented situations calmly. Furthermore, it also reduces the chances of committing errors and accomplishing the task productively.
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Component Three: Portfolio
Describe the key elements that are required when considering these four elements of hotel operations:
	
Element 1 – Property Management Systems (PMS)


	The property management system is software that is utilised by the hotels to manage their daily tasks. For instance, the software provides the benefit of controlling normal tasks like managing reservations, billing, checking inventory, and many more. There are numerous advantages to using this tool; it provides scope for the hotels to work without error. As the entire system is controlled by software, it reduces the chances of any kind of human error. Some of the benefits of using PMS tools in hotels are that it allows one to conduct reservations at the hotel via phone, email, online booking, or booking through any travel agency (Shin et al., 2019).
Thus, the tool facilitates showing real-time data and, in this way, proves beneficial for the guests as well as for the hotel staff by reducing their workload. In addition to this, the PMS tool also serves to store data for the hotels, which provides scope for the staff to offer customised service to their guests and thus enables the hotels to retain customers and develop business. Furthermore, it facilitates the hotel management's analysis of the logs, including the earning of revenue, checking the occupancy rate of the hotel, and many more (Shin et al., 2019). Thus, the tool makes it easier for hotel management to formulate appropriate methods for developing business plans accordingly. Thus, PMS software like "Maestro PMS" and "Cloudbeds" is immensely beneficial for the hotel industry in terms of improving its sales structure and gaining popularity in the market.

	
Element 2 – Hotel reputation


	The reputation of the hotel is very important for drawing customers as well as maintaining dominance in the hospitality sector. The guests come into the hotel only by following the reputation of the hotel, so it becomes very important for the hotels to maintain the reputation to gain customers (Tesone, 2015). For this reason, to maintain their reputation, the hotels use numerous tools that facilitate monitoring and controlling their online reputations. The hotel management tools serve greatly in improving the customer satisfaction rate. By using these tools, hotels can identify their areas of weakness or negative points by analysing the feedback of their customers across diverse online platforms. In addition to this, the hotel reputation tool also facilitates the analysis of their competition (González-Rodrguez et al., 2021). Thus, it lets the hotels identify their competitors, and based on the report, they devise appropriate strategies for improving their operations. For instance, "Revinate" facilitates the hotels' ability to analyse and address the reviews of their customers and thus provides scope for the hotels to establish a good relationship with their guests. Furthermore, "TrustYou" also demonstrates the score of guest satisfaction, which in turn helps the hotels make profitable plans for their business. In addition to this, hotel reputation management also serves greatly in demonstrating the current position or ranking of the hotel amongst its competitors. Thus, with the changing times, the hotels have also devised innovative tools to improve their business and earn a reputation through the use of technology (González-Rodrguez et al., 2021).

	
Element 3 - Communication 


	Communication skills are very important in the hotel industry to offer the utmost service to the guests. Possession of good communication skills not only facilitates in handling the employees but also serves greatly towards offering satisfaction to the guests. For instance, without proper communication skills, the members of the front desk will not be able to speak properly with the guests (Tesone, 2015). Thus, it will put a negative impact on the business in terms of its occupancy rate. Furthermore, communication skills are also very important for the hospitality sector as the staff of the hotels needs to understand the problems faced by their guests and also to acknowledge their preferences (Tesone, 2015). In addition to this, good communication skill is also very important to collaborate with the team members efficiently. Besides this, it helps to build rapport and cooperation among other team members. As the job nature of the hotels demands proper collaboration and teamwork, thus without proper communication skills it becomes impossible for anyone to coordinate with others. In addition to this, communication skills also play a vital role in offering influential service to the guests and without proper skills, it cannot be attained. For instance, the hotel staff must be fluent while discussing with the customers the facilities and amenities offered by the hotel to draw guests. Thus, to build a proper connection with the guests as well as with the staff, the possession of good communication skills is very important (Bardi, 2010).

	
Element 4 - Staffing 


	Staffing is very important for the hotel industry as they remain in touch with the guests around the clock. From reserving a hotel to checking out, the hotel staff stands in for the service of the guests. Moreover, the reputation of the hotel and the growth of the business is totally dependent upon the staff of the respective hotel. For instance, if the behaviour of the staff of any hotel is inappropriate towards the customers then the hotel will experience a loss in its business (Pu et al., 2022). Thus, it is very essential for hotels to hire proper staff, who have the willingness to serve the customers as guests may approach any staff whenever they will face any issue. Thus, every staff of the hotel must be trained accordingly so that they always remain available for offering quality service to the guests. In addition to this, training of staff is also very important for developing their communications skills and at the same time to grooming them appropriately for the hospitable service. Furthermore, the use of modern technologies to maintain the schedule of staff is also very beneficial for managing their attendance and also for allotting tasks to them. Furthermore, the ability of the hotels to retain experienced staff is also very important. For instance, experienced staff will communicate with the guests in a better way. Apart from this, experienced staff have a better idea about the preferences of the customers and thus offer their service in an advanced manner (Bardi, 2010).
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