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Introduction:
Summary of Hotel Administration Operation:
       The hotel administration includes several interrelated departments that ensure the smooth running of the hotel and the satisfaction of customers to guarantee business success. The major ones include the front office, back office, sales office, human resources, finance, and revenue management. The departments work in tandem to manage aspects of the hotel, like reservation operations, guest arrival and departure, financial transactions, staffing, and strategic planning to maximize revenue. Every department has its unique contribution to the smooth running of a hotel.
      The Front Office, this section of the hotel manages guest- and customer-oriented services from the very beginning of checking a guest to the process of checking them out. Reservation and room allotment inquiries and guest complaints are managed through this office. The Back Office This office completes all the administrative, bookkeeping, and financial transactions behind the scenes concerning the Front Office. Sales Office This office deals with sales promotional services such as attracting guests to the hotel, booking up of the rooms, managing corporate accounts, etc. Human Resources This department usually is concerned with staff recruitment, training, and welfare. While the finance department entails functions of financial planning, budgeting, and accounting, revenue management is concerned with pricing strategies and strategies to maximize the profitability of the hotel.

Learning Outcomes of the Placement:
1. Get a good understanding of a hotel's administrative function.
2. Developed communication and teamwork skills in a professional environment.
3. Get hands-on experience when it comes to guest services and expectations.
4. Identify and troubleshoot common problems in hotel administration.
5. Apply theoretical knowledge to examples.


Reflection on Experience of Personal Development:
      During my placement, I was shadowing a supervisory role within the Front Office department, and this is highly vital in understanding the features of what goes into running a hotel and what is required to manage it successfully. My primary responsibilities were to keep track of customer relations to handle bookings and customer complaints just in case. The case highlighted in my work emphasized the aspect of proper communication with guests and among the team members to ensure the smooth operations.
      There is a strong belief that vocational development was very much enhanced through experience. A solid foundation in academic knowledge, applied in practical life, only reinforced how important adaptability, quick decision-making, and keeping cool under such pressure were in the workplace. These are essential skills that will resonate with meeting and managing guest service expectations, which reflect on guest satisfaction and the hotel's image. 
      Still, it's one experience that, to this day, remains vivid. One guest had a very complicated issue with his reservation that involved me in sorting it out. This one rotated around a situation whereby I needed to talk to the guest, listen to the problems they were raising, involve two departments in the process, and get a solution. This taught me a lesson on clear communication and efficient teamwork. It indeed did develop a sense of patience and empathy toward the guests.

Critical Review of Work-Based Skills and Technical Knowledge:
       These work-based skills, together with technical knowledge, are an essential aspect of hotel administration to ensure that operations are carried out efficiently and effectively.
 The experience demonstrated the following critical skills in action:
• Communication: Clear and respectful communication should be ensured between the guests and the team members. This involves active listening and the passing on of information correctly. This proves to be helpful in making the guests feel valued and listened to, enhancing their experience in general.
• Teamwork: Teamwork among the staff will ensure a job is done fast and the guests will be attended to in no time. Good teamwork suggests that every single person within a team knows their strengths and weaknesses and that of their team members and that together, they work toward a common objective.
• Task Management: There would always be a lot always happening, and judicious timing would be needed to let tasks flow smoothly in the dynamic scene of a hotel. This can only be achieved if one is organized, can set priorities, and manages their workload to ensure that all tasks are completed within a stipulated time frame.
• Technical Knowledge: Proficiency in the hotel management software, knowledge about the financial transactions, and the ways to make it are very necessary for easy running. This includes the basics of reservation systems, billing procedures, and knowledge of any tools that are there for financial management.
      For instance, handling the complaint of a problematic guest required effective communication with the guest, coordination with housekeeping and maintenance to resolve the situation, and quick management of the problem. This showed how work-based skills and technical knowledge are interrelated and indispensable for effective problem-solving in hotel administration. The entire situation showed how it was possible to negotiate these challenges so that the maintenance of high standards in guest service and operational excellence was maintained.

Reflection on Organisational Issues:
        During my placement, I encountered one major organizational problem in communication. A special room modification had been asked for at the time of booking by a guest. However, the housekeeping staff was not informed. This caused great disappointment to this guest upon arrival. This indicated how losing the communication can hurt the guest satisfaction and departmental performance dearly.
    One perfect way to mitigate this is to have an improved communication system that will log and track all the special requests so that the departments are aware, hence putting measures in place to prepare ahead of time for any special requests. Another essential thing to do is carry out briefings and hold cross-departmental meetings for every staff member to be aware and prepared about special requests.
      


The theories of organizational communication and team dynamics would likely adopt such solutions because they stress a need for information sharing within the hotel to be clear, consistent, and comprehensive. This is so because good communication underpins the working of the departments together so that the service that goes to the customer is effective and, in turn meets their expectations.

Plan of Action:
        From my experiences, I came to realize what a future course of action could be that would help me to enhance my skills and technical knowledge about the workplace:
Develop communication skills: This may involve attending relevant workshops and training for effective communication. This shall assist me in achieving excellent and practical skills to express information clearly and listen to other people, which is essential in dealing with guests and colleagues.
Develop Teamwork Skills: Organize and participate in group activities and seek opinions of others around to gain understanding and enhance collective endeavours which eventually help to develop mature working relationships with co-workers and refine our teamwork skills.
Improved Task Management: Use project management tools and techniques to prioritize and execute tasks. This will be a competence in being an organized person who can manage a dynamic environment in a hotel.
Extend Technical Know-How: Additional training in hotel management software and financial management will further increase knowledge in the said areas. It shall help well in the administration of reservations, billing, and other technical aspects of the hotel.

       By aligning this action plan with my personal and vocational development goals, professional growth will be facilitated within the hospitality sector, enabling me to deliver excellent guest service and meet my career aspirations.



Conclusion:
       To sum up, shadowing in hotel administration has not been only of instrumental value in providing basic work skills and technical knowledge. It has enhanced the need for communication, teamwork, and managing tasks toward delivering and supervising guests' expectations of service. Therefore, reflecting on the experience, I found where I need to improve and have drawn up a definite action plan for further enhancing my skills.
      This will significantly affect my career development by preparing me for the operational field of hotel guest services. The experience exposed me to the real complications in hotel administration and the crucial skills that should be demonstrated in the industry. It also illustrated that the learning process and development must be continuous due to the changes that are constantly taking place in the hospitality industry.
       With this, I am assured of having emerged among the professionals who are most competent and able to face the bite of hotel administration careers with fine-tuned communication abilities, enhanced capabilities in team play, advanced task management capacity, and technology understanding. This experience further secured my commitment to the pursuit of guest service excellence and career attainment with success in the hospitality industry.
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