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INTRODUCTION
     In this report find the analysis of the operations in a hotel, find the importance of the front office. This report analyzes the duties of the manager in front of the office and of the night auditor.
HOTEL OPERATIONS
     Operations involves planning, organizing, and supervising process, and make improvements for earning higher revenue. The improvement in the everyday process to support the operation strategic goals, so they are lead by deep examination and measurement of the current processes. (www.cleverism.com)    
     Hotel operations also involve solving strategic problems, methods of project management and implementation of information technology networks. It also includes managing the inventory level, purchasing raw materials, quality control, handling raw materials and ensuring to minimize waste. An operations manager must understand local and global trends, customer demand and production resources. However, if the workforce is used in a cost-effective way, it will meet customer expectations so as to maximize the company's profit.
     These operations also use calculation formulas that operations managers use to ease the work, such as the economic order quantity formula to ensure how much an inventory order is processed and how much an inventory order is handy.
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POSITIVE SIDE OF THE FRONT OFFICE 
     The front office is the brain of the hotel and is outstanding place in which to gain a detailed understand of how a contemporary lodging formation operate. (Dennis L. Foster, 2009)
     Front office has an important role in the hotel and is the image of a hotel. Is the first and last place where guests interact.  Front office generates the first imprint regarding the services and facilities that the hotel offers its clients. Can provide assistance to the guests and to make direct contact with the correct person or department for solving problems. To be part of this wonderful department, a person must acquire communication skills and a pleasant personal appearance, be confident, polite, patient, warm and sincere to answer the questions asked by the guests who arrive, are or are leaving the hotel.
     Front office works together with other departments for a common objective that the satisfaction of clients through the services offered and the delight. The departments are connected to each other and all the employees work together to ensure the smooth functioning of the department with the ultimate goal of delighting the guests and maintaining an important connection with the guests. This industry is looking for professionals who are capable of interacting with people and who can build rapport with guests. 
     In dissimilarity, the front office staff achieves its jobs earlier the guest, like performers on a phase. (Dennis L. Foster, 2009)

FRONT OFFICE MANAGER
     A hotel Front Office Manager is tasked with making sure that the Front Office – the place where guests first come into contact with the hotel and staff – runs smoothly and effectively. (hotelschool.co.za)
     The front office manager has a lot of responsibilities:  training of the employees, must maintain a high level of staff efficiency, must make important decisions regarding the reservation policy and he must solve the problems of the clients and the complaints with kindness and calm, he must maintain the communication with the others department of the hotel. The manager divides the employees attributions, prepares the exchanges and prepares the work programs and honors every meeting that has with the hotel staff. Ensure that the staff complies with the operating procedures of the hotel policies. The manager is also responsible for hiring and reviewing the performance of each employee, The duty of the manager to describe the registration policy and set the allocations, so as to reach the occupancy of all rooms in the hotel. It also continually monitors the check-in, check-out and cancellations of reservations and is also responsible for setting policies for no-shows, overbooking and initial influxes. When a client needs something or has a problem, the front office manager must establish with the client the right alternatives for both parties, For long term planning function front office manager is responsible for : forecasting rooms revenue and estimating expenses,  Here are also some formulas to follow : for forecasted annual rooms revenue the formula is rooms available x occupancy percentage x average daily rate, For short-term planning function: hotel occupancy of past, booking trends, group profiles.
     Front office manager also need an assistant to help him with the coordination of the operations at the front desk, can check the day's bookings and can also check the payment methods of each client and the assistant manager also can train the new employees.

     The front office manager constantly communicates with the marketing department to update the special group bookings, to arrange the invoices, to communicate the potential periods and for the general forecast. Manager communicates a lot with the rooms department to make sure the room condition is perfect for occupancy.

     The front office manager has many employees, he has to solve many problems daily, for example: if the people in the room department have not finished their job in time for the room to be occupied by the customers, the kitchen does not honor the breakfast in the guest rooms, the maintenance problems in the rooms.


NIGHT AUDITOR
     The night audit is mandatory in a hotel as it completely controls the transactions for a day. It checks all reservation discrepancies, posts charges and generates folios, updates housekeeping status and closes cash counters. (hotellogix.com) 
     Night auditors have double role, First they must achieve the duties of a front desk illustrative at night, Second they have important book-keep purpose to perform. (Dennis L. Foster, 2009)
     The night shift for a night auditor typically starts at 11:00 pm and ends at 7:00 am. The night auditor starts work by hearing the transactions from the previous day. Must be knowledgeable about accounting because here is many calculation formulas. Calculates the taxes borne by the guests and the taxes due to the hotel.
     The night auditor checks: the day's sales, checks if the cash collected during the day has been accounted for. Check this information with the help of summaries received from other departments.  Also this position implies the attention on the occupancy rates, on the income that the rooms bring to the hotel and other statistics.
     The process of the night auditor consists of: registering all the waiting tickets, collecting the room rate from the guests' accounts, accumulating the taxes for each room for that day, closing the guest accounts from the visitors table, preparing new sheets for the next day's visitors table and opening all accounts, check the total for each debit card or credit card through the specific formulas. The night auditor also deals with the expenses in the restaurant - the total sale of food is compared with the summary of the sale of the restaurant, the cash book and the food column or the total sales of the bar is compared with the allocation sheet in the control department and with the sales of the cashiers from the bar.
     At the end of the shift, the night auditor has a detailed report that each department will receive separately. Depending on the report received from the night auditor, the departments must be able to see that the transactions have been properly recorded and accounted for. This report is the most important summary of the auditor.
     This process of the night auditor is completed when the totality of guest accounts, non-guests and departments are in balance. If there is a small problem in this process then the process is incomplete.

CONCLUSION
     In a hotel, operations must be respected so that everything runs smoothly and easily for all departments. In a hotel everything revolves around the front office, so for a hotel to have satisfied customers and in a hotel all things to be calculated and analyzed correctly we need a front desk manager and for all calculations to be up to date and to be a harmony in the hotel accounting we need a night auditor.
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