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[bookmark: _Toc168048507]Introduction
This report overviews the complex field of hotel management and its departments and appreciable learning goals. Using reflective practice thoughts and critical discussions and future planning it highlights the importance of work-place skills, knowledge of work technicalities and skills for personal growth in delivering excellent guests satisfaction and organisational effectiveness of the hospitality industry (Casado, 2012).
[bookmark: _Toc168048508]Guidance for layout 
In this case, the departments cover business sectors vital for the proper running of the hotel organisation. Some of these are; the reception for checking in of guests, and responding to inquiries, the administration office for managing organisational activities, the reservation office for booking and selling rooms and other services, personnel department for the recruitment, training and performance appraisal of employees, the financial department for managing funds of the organisation and the revenue department for maximising revenues (Garcia & Lee, 2018). Combined, these departments make certain that operating processes run smoothly while also delivering the best service to guests. The performance expectation of the placement in this administration area is to acquire operational experience in a hotel, master customer relations, employees relations, task allocation, reciprocal reporting, and communication, and become conversant with the functions of the hotel departments and the principles of hotel management (Tewan, 2009). More specifically, the placement is expected to shed light on front office activities, financial processes involved in managing operations, sales and marketing mechanisms, staff management, and measures of generating maximum revenues.
[bookmark: _Toc168048509]Section 1: Reflection on Experience and Personal Development
Using the Gibbs model for reflection
Description: This experience entailed shadowing a supervisory position in the department selected offering experience in the operation of the hotel. Observing the daily activities of front office management and particularly: communication with the guests, accepting/rejecting the reservations, dealing with complaints not only developed my understanding of what everyday work in the hotel entails but also provided me with knowledge of the potential challenges a front office manager may face in this line of business (Johnston et al., 2012).
Feelings: When first taking up the post, I felt excitement and nervousness about the different tasks that the role entailed. The environment was fast-pace encompassing the dependency on guests to feel anticipation with a hint of stress.
Evaluation: The encounter elicited the major quantity and relevance of the practical skills obtained from working exercises including communication, problem-solving, and time management skills (Vallen & Vallen, 2014). Furthermore, it also emphasises the critical importance of technical competencies as a key ingredient for proper guest service provision and management.
Analysis: Since the interactions with guests majorly included inquiring or seeking clarifications and managing complaints, it was imperative for the candidate to communicate effectively in achieving these objectives. Practical experience on how front office affairs was helpful and vital in ensuring a robust service delivery was very crucial in ensuring guest satisfaction.
Conclusion: I was also able to comprehend the broad spectrum of activities that fall under the veil of hotel administration, as well as recognise the predominance of work-related skills and industry-specific knowledge in exerting a strong influence on guest satisfaction (Rughubalan,2009).
Action Plan: Some recommendations are to set up mandatory lectures or workshops for the front office teams on how to communicate better and solve problems that might arise between the guest and the company.
Prior working experience and positions held, internships, previous organisation and academic experiences plays a crucial role in personal and vocational development, in acquiring and enhancing the knowledge about communication, teamwork, time and task management, personal talent, and guest services (Gibbs, 1988). Chemical industry exposure provides actual experience in operations within various industries, gives better understand how to communicate within organisations and improves interaction with people. The placements enable the practical implication of the case and stress on effectively managing the different tasks that may emerge individually or as part of a group while working at different organisations. These experiences are complemented by academic endeavors which provide an important context and understanding from a theoretical perspective an essential element for decision making and problem solving in guest services (Smith, 2019). Altogether, they promote concept integration in hospitality management, developing the ability and readiness to confront difficulties and provide superior service to guests.
[bookmark: _Toc168048510]Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge
It is explicitly acknowledged that work-based acquired abilities and technical know-how are central to the efficient management of an organisation’s hotel administration and guest satisfaction. Clearly, the efficiency of communication skills is important when it comes to addressing guest concerns and satisfying their needs in real time. Pertaining to the front office knowledge of the operational systems sharpens check-in/check-out procedures and reservation accuracy (Clark & Patel, 2017). In equal measure, advanced problem solving skills help govern the methods and approaches that might be used to solve challenges such as overbooking or discrepant rooms. I was able to practice acquired skills and knowledge during the shadowing exercise while observing how they are used in real life practice. For example, utilisation of the hotel’s online booking system and effective interaction with the house keeping department guaranteed the hotel rooms were made ready on time to accommodate arriving guests; this improved the clients’ satisfaction levels (Hagg, 2013).
[bookmark: _Toc168048511]Section 3: Reflection on Organisational Issues
The major incident that I encountered during my overall experience shadowing a supervisory position in hotel administration of a specific establishment involved the front desk and housekeeping departments of this hotel establishment. This issue affected the different organisational subunits by compounding on the time it takes to turn around rooms this reduced the stay duration of guests and the overall satisfaction observed. Also, it impacted its organisational functioning and possibly its financial performance through losses in sales that could have been generated by the demand it created (Brown, & Johnson, 2020). As a result of this, the foregoing recommendations may be applied in an attempt to solve this problem: Developing a proper communication structure and ensuring the use of a housekeeping management system helps to control the communication and distribute responsibilities. Using Tuckman’s stages of group development, conducting recurrent meetings and training sessions in a friendly atmosphere can create a better collaboration and increase responsibility level in the field of organisational and individual objectives achieving, interaction, and finally – improve the quality of Guest services provided in the department (Wood, 2012).
[bookmark: _Toc168048512]Section 4: Future Action Plan
Strengthening the future actions, it is possible to add the establishment of the following plan of action relevant to GS operations: The increase of work-based skill and technical know-how as well as the augmentation of the general department rate and guest satisfaction.
Communication: Carry out weekly or monthly communications training to strengthen interpersonal communication and to minimise misunderstandings during guest interactions or between the team members (Thompson & White, 2021).
Teamwork: Some actions taken to enhance team work are to encourage team spirit through assorted group activities and to ensure the group meets periodically to discuss on collectively undertaken projects (Fallon &Rutherford,2010).
Task Management: The above plan should be periodically updated and followed as a guide to manage the activities effectively by developing a task management system that would enable efficient priority and timely accomplishment of assignments (ASET, 2017).
Personal Skills: Continuously provide staff with training sessions that capture stress reduction strategies, conflict solving abilities, achievement of leadership abilities, etc.
Guest Services: Regularly gathered feedback from guests in addition the institution of change processes obtained from the assessment results with a view of satisfying the guests.
As it is presented in the action plan, it underlines the goals of the personal and vocational development, and provides an opportunity for the permanent learning and the advancement within the sphere of the successfully industry, aiming increases guest satisfaction and the achievements of the department (QAA, 2018).
[bookmark: _Toc168048513]Conclusion
Lastly, the learning log shows the importance of gaining work-based practical experience through shadowing in hotel administration by focusing on the skills attained, the subject matter mastery, and the emphasis on improving guest services (Bardi, 2010). This pamphlet accurately underlines the importance of personal and vocational development in the context of future career plans, as well as the creation of a meaningful culture of excellence within the sphere of the hotel guest service industry.
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