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Introduction
The administrative operations of the hotel guarantee smooth daily works by emphasizing on guest services, staff relationship and operational productivity. The front office works play a key role working for reservations, check ins and addressing guest issues. 

Learning objectives:
· Comprehension about important administrative tasks
· Upgrade communication, problem solving and teamwork skills
· Get expertise in property management systems (PMS)






















[bookmark: _64nhdfhb3uoh]Section 1: Reflection on Experience and Personal Development
Description: I worked with a front office supervisor during my placement, and I observed day-to-day activities such as guest check-in, complaints, and liaison with other departments (ASET, 2017). I assisted with administrative duties, tracking reservations, and ensuring effective communication between staff and guests.
Feelings: At first, I was anxious and excited because front office operations need quick thinking and quality customer service. As I gained confidence, I began to appreciate the coordination and technical abilities needed to offer high guest service standards to customers (ADOM, 2022).
Evaluation: This experience emphasized the significance of work-based skills such as teamwork, problem-solving, and professionalism. I saw the supervisor manage stressful situations calmly and efficiently, which gave me a deep understanding of leadership in hospitality.
Analysis: Throughout this placement, I enhance my communication and team skills by engaging with guests and staff (ADOM, 2022). Task management was crucial, as the front office needs prioritization of tasks effectively. My previous academic and industry knowledge assisted me in comprehending service expectations and guest satisfaction methods. For instance, concepts in my course on customer relationship management became applicable when dealing with guest complaints (Casado, 2012).
Conclusion: The experience enhanced my technical and interpersonal skills, and I was more confident in managing front office operations. Even though I gained practical knowledge, I realized the significance of gaining more training for crisis and conflict management scenarios (ADOM, 2022).
Action Plan: In the future, I intend to enhance my decision-making and leadership skills by taking more responsibilities in future placements. I will also attend workshops on hospitality management to acquire technical knowledge (Bardi, 2010).
[bookmark: _cqryamfrzxr8]Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge
Technical knowledge and work-based skills play a vital role in hotel administration, especially in front office activities, where guest satisfaction and efficiency are vital (Ziyae et al., 2022). Supervisors need a blend of interpersonal and technical skills to promote smooth day to day operations.
Communication is among the most vital skills in hotel administration (Rabiul et al., 2023). Verbal and written communication skills promote smooth connection among departments, limiting errors in guest bookings and requisitions. For instance, smooth coordination between front office and housekeeping during the time ensured speedy room preparation. Effective teamwork skills also contribute to operational effectiveness since coordination among reception staff, concierge, and management guarantees seamless guest experience (Rabiul et al., 2023).
Task management contributes significantly to administrative effectiveness (Donate et al., 2023). A front office supervisor needs to multitask, including handling check-in, guest complaints, and reservations. Observations of how the tasks were assigned according to priority emphasized the importance of time management and flexibility in maintaining high standards of service.
Technical knowledge, including property management system (PMS) knowledge, plays an important role in hotel administration (Koh and Hassim, 2021). Proficiency in using hotel software ensures accurate documentation, reservation, and billing. During placement, the ability to use the PMS ensured zero guest waiting time and enhanced quality of service.
Guest service knowledge is another key area, and it requires problem-solving skills and emotional intelligence. Professional handling of difficult guests and quick resolution of issues enhances guest satisfaction and loyalty (Olorunsola et al., 2022). One of such instances was resolving a discrepancy in a booking, where diplomatic problem-solving skills avoided escalation.
In conclusion, the blend of technical knowledge and work-based skills ensures operational effectiveness in hotel administration. Supervisors with high skill levels in these areas facilitate improved guest experiences, enhanced coordination between staff which can bring business success.
[bookmark: _ge1k3t4avist]Section 3: Reflection on Organisational Issues
Description: I faced a problem of understaffing during my time while working in the front office (Pieper et al., 2021). During peak check-in hours, there were insufficient staff members to manage guest arrivals efficiently. This resulted in late check-ins, unhappy guests, and additional stress within the team. The supervisor had to intervene to assist, which interfered with their managerial duties.
Feelings: I was worried to observe the effect of understaffing on operations. Guests were clearly unhappy, and the reception staff were under pressure. Although the team was professional, tension could be observed. I understood the role of workforce planning for bringing quality of service.
Evaluation: The problem had a negative effect on guest service, as late check-ins resulted in dissatisfaction (Pieper et al., 2021). The staff members were also under pressure, which could result in burnout. However, the experience gave a better understanding of the complexity of hotel administration and the need for effective staff allocation (Bardi, 2010).
Analysis: Understaffing impacts employee performance as well as guest satisfaction. In accordance with Herzberg's Two Factor Theory, poor staffing results in job dissatisfaction and decreased motivation (Rai et al., 2021). Additionally, service lapses can ruin a hotel's reputation. The experience showed the potential for flexible scheduling and instant workforce realignment to manage peak demand.
Conclusion: Understaffing must be managed to ensure smooth operations and guest satisfaction. Although the team handled the situation professionally, long-term solutions are required (ASET, 2017).
Action Plan: To avoid similar problems, hotels need to adopt demand forecasting to predict busy periods (Pieper et al., 2021). Cross-training of staff can also offer flexibility, enabling staff from other departments to assist during busy periods. Investment in self-check-in facilities can also assist in reducing pressure at the front desk and enhancing the guest experience.










[bookmark: _b11c7ofvs6wd]Conclusion and Action Plan
The working experience gave important information about the complex nature of hotel administration, focusing on the vitality of work based skills, technical expertise and effective management. Important takeaways are criticality of communication, ability to work in a team, task management and providing standard service quality for high standards in operations. The experience also showed the requirement of problem solving skills in mitigating operational hurdles like understaffing. Developing these skills are critical for professional progress and career development in the hospitality sector.

An action plan table is given below:
	Objective 
	Steps
	Expected results
	Timeline 

	Upgrade communication skills
	Take part in hospitality munication workshops, develop the habit of active listening
	Upgrade guest connection and internal cooperation
	3-5 months

	Upgrading task management skills
	Utilise digital tools such as scheduling and prioritization techniques and learn from seniors
	Raise The level of efficiency during multiple duties
	Ongoing

	Get technical expertise 
	Admission in courses to learn about property management systems (PMS) and revenue management platforms
	Better accuracy in hotel management functions
	6-8 months

	Strengthening problem solving skills
	Read case scenarios on hotel management, take help from mentors in the hospitality industry
	Better productivity in managing guest issues and operational hurdles
	Ongoing

	Extend industry knowledge
	Keep updated with new hospitality trends and take parti different networking events in the industry
	Wider comprehension about growing practices in the hotel industry
	Ongoing


Table: Action table
Ṣource: Created by learner
The action plan table shows the important objective for upgrading vital skills in hotel administration. Communication skills will be upgraded by workshops and active listening which will enhance guest connection and staff relationships. Task management will be upgraded by utilization of digital tools resulting in better efficiency. Technical expertise will be upgraded by taking courses aout property management systems which guarantee precision in administrative functions. By reading case studies, problem solving abilities can be upgraded. Lastly, by attending networking events and learning about growing trends, industry knowledge can be expanded. 
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