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[bookmark: _Toc149995379]Introduction
Operations, marketing, customer service, and the hotel industry are all included in the larger notion of hotel administration administration (Anser et al., 2020). The university gave me the chance to work as a member of The Harlow Hotel's reception team. This report details my general education while working as a receptionist at the Harlow Hotel. These components shall be evaluated in the evaluation to determine the significance of work-based abilities and administrative procedures using the Gibbs' reflective cycle model. Analyzing managerial performance in the workplace will also benefit from this. A thorough awareness of a number of aspects, such as workplace concerns, health, customer wants, and so on, will be part of the experience study.

[bookmark: _Toc149995380]Hotel Administration Experience
[bookmark: _GoBack]I have been appointed as a team member at the reception desk of The Harlow Hotel. The Harlow Hotel was founded in the year 1882 by John Harlow (harlowhotelpdx.com, 2023). I was looking forward to this experience as it would provide me with an effective experience in the hotel administration management field. My overall learning and experience are stated in this section with the help of Gibbs's Reflective cycle model. Gibbs's reflective cycle model is a cyclical model that includes six stages that help in the reflective process and explore the experience and learnings (Ingham-Broomfield, 2021). The six stages include description, feelings, evaluation, analysis, conclusion and action plan. 
[image: ]
Figure 1: Gibbs' reflective cycle
(Source: researchgate.net, 2019)
Description 
I was given an opportunity to be a team member at the reception desk of The Harlow Hotel, Southern Way, Harlow. On my first day, I met the hotel mentor Kim Allen and an induction process was initiated. I was confident during the induction and I took notes of the important aspects informed to me by Mr. Kim. After the induction, I knew what my part of the job included and I was very eager to start with my work. I was responsible for helping the reception team members monitor the needs and demands of the customers at the hotel. I was assigned to manage the back end of the reception desk which works as a bridge between the customers and the reception desk. 
Feelings 
I realized that I had a lot of work and I had to maintain effective communication with the customers as well as my team. I was happy as I knew that the work was equally divided among all the team members. I was certain that everything was going to work and that was the major source of my motivation. There were several instances, after my first week at the hotel, my team members and I had built up a mutual understanding. Just to take a different output and experience, we would exchange our positions and that gave me a push to continue with my work. I tried to get my work done faster so that I could help my team members with their work. 
Evaluation 
I had a good experience while working with the team members as everyone was dedicated towards the work and provided good quality. Even if one member could not show up, the remaining members would fill up the space and would work efficiently. This contributed positively towards the work ethic of the group. I learned about the roles and responsibilities of the reception administration in a hotel that are related to improving the customer experience at the hotel and I would also focus on feedback of the customers on their experience at the hotel. One of my experiences that can be counted as negative is that at the start it was very difficult for me to do the work within the given time. I would do the work late as I was not aware of the process and till that time customer could have moved ahead. 
Analysis 
During the initial stage, I was not able to understand the short and minor steps that are essential for the reception duty which is checking that the customer has been provided everything at the hotel. Later was able to evaluate the different factors that are related to marketing and customer handling with the help of my team members. These factors improved my soft skills along with presenting myself in front of customers. Communication is essential during the reception along with understanding the customer needs during hotel administration, (Sayin and Karaman, 2019). During the starting phase, I was not able to deliver my work on time as it was difficult for me to address the customer needs and do my duty at the reception desk and as a result, I would be late most of the time. It was very difficult for me to understand the consolidating factors during my initial stage of work. I was able to overcome this with the help of my team members and also by prioritizing my work according to the urgency level. 


Conclusion 
This experience taught me the importance of time management and not doing tasks randomly but with a detailed understanding of the priority of every task. In addition to this, I need to develop my critical thinking skills that will help to solve any issues instantly. I also could have made this experience more positive by involving and communicating with my team members more often regarding any difficulties and working together (Peña‐Miranda et al., 2022). I also realized that providing suggestions can also help in increasing the performance of the team and individually enhance the confidence to undertake any activity. 
Action plan
Next time, when I will be working in hotel administration I will ensure to maintain good communication with the team members from the initial stage. I will make sure that I know what are everyone’s roles and responsibilities in the overall work. Furthermore, I will also take effective measures to prevent any misunderstanding during the overall process. I will develop my critical thinking and time management skills which will help me instantly make informed decisions and complete the assigned tasks within the given timeframe. For this, I will prioritize my tasks and work according to the urgency of the tasks. This will help me in implementing new and effective steps to involve efficiency in my work. 


[bookmark: _Toc149995381]Conclusion
To conclude, this report contains the importance of work-based skills in hotel administration management according to the shadow supervisory position in The Harlow Hotel. Furthermore, a systematic analysis of the managing performance within the internal workplace environment is stated in this report in detail. The issues that are related to hotel administration while working as a team member at the reception are also explained. All these factors are evaluated in this report with the help of the Gibbs Reflective Cycle model which includes six stages that provide a detailed underrating of the experience and its betterment assessing factors. 
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