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Introduction
The report is prepared for front desk management or front office management of a hotel. The report will discuss about the importance of front office operations in hotel. It will also discuss about the operational role of various staffs of hotel, be it front office manager or front office desk agents or night auditor.

Discussing with industrial examples in the report (inclusive literature) the importance of Front Office operation in Hotel
Front Office is basically influencing in hotel industry. This is for the reason that front office is the initial and ultimate point used for connecting the customer. Front office as the name called so, can be arranged at the front close to the passage of the hotel. Any data that has been identified by the client can be acquired from the front office of the hotel. The front desk area can help hotel by offering assistance to the clients as well as directing to the right individual in order to comprehend the objections.
The responsibility of front office individual regularly includes overseeing different offices. Interfacing housekeeping division, accounts office and on line reservation offices associate with front office to work in mood with the arrangements of the hotel. Anyway, the way toward giving warm welcome at meetings is of essential significance. As initial introduction is the best impression of the client, it should to be fulfilled by the warm welcome (Krstic et al., 2015). A few individual qualities like persistence and supportiveness ought to be a piece of the characteristics of individual at front office.
Overseeing check in and check out is an additional part of front office experts alongside readiness of list. Sharing of the data among different divisions is likewise part of the management process of front office. All communication levels inside the hotel can be affected by the front office guidance. Fixing arrangements and organizing meetings can likewise be overseen by front office experts.
Communication abilities and individual appearance are significant and impacting factors. An individual ought to be sure, warm, gracious, patient and true to manage the inquiries of visitors at the Front Office.
Front Office Manager manages the Front Office Department. The Front Office Manager is in charge of organizing activities, directing the subordinates, contracting and preparing, setting up the financial limit for front office, performance evaluation and ensures that all the complaints are addressed. The Assistant Front Office Manager is in charge of booking the schedule of shifts of employees, finance, screen pay rates, room deposits, discounts and hence forth. The representative of Front Desk ought to be very much aware with the approaches and costs (levy) of the administrations gave and should be brief to answer questions. He/she is in charge of the appointments, task of rooms, keeping up visitor records and so on. Night reviewer is in charge of accounting, everyday record the executives, information passage and updating (Dzhandzhugazova et al., 2016). The clerk is in charge of collecting instalments, charge age and looking after equalizations.
Front Office and different offices progress to the direction of a common objective related to client assistance. Keeping up with visitor relations is a significant angle. The areas associate with each other and all authorities need to cooperate with each other in order to guarantee smooth working of the office with extreme objective of pleasing the visitors. The business search for experts who have great correspondence and also have the capabilities of fabricating compatibility with the visitors.
Guests looking for room can get information easily from front desk. The reception is generally situated in front area where numerous guests of hotel are found availing various services provided by the hotel. Guests are also capable of relaxing on mesh office chairs that are found in front area of the hotel.
The front office likewise fills the space for overseeing check-ins and check-outs of visitors. This is the place where data to and from different divisions exudes. Here, the personnel of front office welcome their visitors (Korez-Vide et al., 2016). They are capable of discussing about matter while waiting in the workplace first and waits for their turn to reserve their room.
Arranging Accommodation
The front office of hotel additionally performs different roles. Here, visitors are capable of organizing their lodging whether it is a room (permitted for smoking) or non-smoking room. Furthermore, the front desk area staffs are capable of observing any uncommon needs that visitors demand or may include.
Handling Complaints
The front office is such a place where hotel visitors hold up their complaints or issues. In any case, there is some issue or damage in workplace furniture in Sydney, visitors would report it to the assistant (in control) who will at that point of time facilitate with the maintenance department. The front desk staff will likewise be the one to look at visitors at the end of their stay.
Porter Service
After checking all the details of visitors in the reception, the doorman or bellboy at that point of time, gets their luggage and then keeps them secure to their room. Before the visitors go into their doled-out rooms, it is the responsibility of the doorman to ensure that everything is operating impeccably in the room (Melian-Gonzalez and Bulchand-Gidumal, 2017). From the workplace furniture in Perth to the lights and ventilation, the doorman or porter will likewise report any issues found, to the front office.
Concierge Area
In any case the visitors are registered to the lodging as a part of the travel package, it becomes one of the responsibilities of front office to organize for various activities, regardless of whether it is entertainment, reception-related, travelling and others, the reception personnel will be arranging everything. It is additionally the responsibility of the staffs of front desk for addressing any issues that the visitors may have, for example, directions to nearby attractions. They likewise ensure that related activities, for example, café reservations, vehicle services are additionally deal with.
It is found from the discussion above that the front office is not just a place to welcome guests. Without any doubt it can be considered as one of the main focus or objectives of hotel.
Analysing the operational role of the following 5 Star hotel Front office staff:
1. Front Office Manager
 Front Office Manager of a hotel is given the responsibility of ensuring that the Front Office – that is the place where guests first come to contact with the hotel and staffs – is running both smoothly and effectively.
Front Office Manager Responsibilities include: he manages and train the Front Office staff; must to ensure the front desk provides a professional as well as friendly service to guests; he deals with guests; he is responsible to arrange staff scheduling; act as a liaison between General Manager and staff 
The Front Office is such a part of the hotel where guests are found forming their first as well as last impressions of the hotel and hence making it really important for the Front Office Manager for working hard in order to create a pleasant experience for guests and ensure their return (Lee et al., 2019).
2. Night Auditor 
A night auditor’s set of working responsibilities is a blend of that of a client support agent and also bookkeeping assistant. Reviewing obligations in client care incorporate taking care of the booking procedure; inviting visitors and getting them looked into their rooms; reacting to visitor’s solicitations; doing some light cleaning and planning with other inn labourers to deal with fundamental finish of-day undertakings (Rahat and Kabir, 2018). Bookkeeping obligations incorporate taking instalments, accommodating records, getting ready bills and adjusting the front work area’s money cabinet. You can hope to spend your day of work remaining at the front work area, strolling around to rooms and now and again liftings things.
3. Property Management System
A Property Management System is considered as a software application that is used for several operations of commercial residential properties as well as hospitality accommodations. PMS is also considered as a hotel OS or hotel operating system. PMS presents a centralized computer system for organizing schedule and performing daily functions as well as transactions related to accommodation businesses. PMS with computer record keeping increases the effectiveness of hospitality industries and make it possible for consulting and updating centralized records. Solutions of PMS are seen customizing needs of hospitality industry and increasing ease of operations. Several functions managed by Property Management System include bookings, check-in and check-out, event planning, food costing, POS integration, reporting KPI, hotel inventory supply management and security as well.
Conclusion 
The report was prepared for discussing about the front desk management or front office management of a hotel. The report elaborated the importance of front office operations in hotel and it also discussed about the operational role of various staffs of hotel. Various staffs of hotel include front office manager, or front office desk agents or night auditor. Two examples of front office operations are front-line realities and international highlights.
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