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[bookmark: _Toc158818048]Introduction
The knowledge and capabilities of managing administrative systems in various departments in hospitality organisations can be more impactful. I have gained both positive and negative experiences while playing the supervisory role at Cardiff Marriott Hotel. However, I have observed the systematic analysis of management performance within the environment and gained more knowledge about hotel administration. There are some issues observed that include allocating resources, marketing management style, workplace culture, health and safety, training focusing on consumer needs etc.  I mainly played the role of front desk, kitchen activities, engineering tasks, housekeeping, conference and banqueting service at Cardiff Marriott Hotel. However, the overall reflection of my learning knowledge can be further depicted by applying Gibb's Reflective Cycle. Maria (2024) found that Gibb’s reflection can help to evaluate the learning experience that assists in improving current and future performance.
[bookmark: _Toc158818049]Overview of the Managing Hotel Administration
Cardiff Marriott Hotel’s managing administrative work can be very critical to some extent. However, the appropriate decision and strategic plan can help to manage the administrative work. The overall food supply management, front office management, housekeeping service management, solutions to the guests' issues related to housekeeping, hotel administration and back office operations are important areas to manage the hotel service (Hoteltech, 2024). Learn (2023) found that hospitality administration mainly includes involvement with the people, event management and creating memorable moments.
[bookmark: _Toc158818050]Gibbs' Reflective Cycle
To perform the job role in Cardiff Marriott Hotel I have gained diversified experiences that can be reflected by using Gibb’s reflective model. Tsw (2024) found that reflective practice refers to the powerful tool that leaders use to get the opportunity to grow from every experience. So, the overall learning experience will be reflected using Gibb’s model.

Description: 
While playing the role in front office, housekeeping, conference and banquet services areas I found that the diversified issues are common. However, I found that the front office administrative task requires more focus on communication as many customers directly communicate here at first. I initially got frustrated to continue work at this front desk due to a lack of communication. However, my other colleagues showed me how to manage the customers more efficiently. Besides, I also had to focus on housekeeping services where I found that the front office and housekeeping have frequent communication to operate the functions. Administrative tasks in conferences and banquets require more effort so I gave more focus on these areas (Chandrakumara & Rathnayake, 2023).  Work pressure and time management have become the common issue in this organisation.



Feelings: 
My feeling to work in a reputed organisation like Cardiff Marriott cannot be expressed in words. The moment I started working in different sections I found it more critical to me. First of all, the workload in the front desk area allowed me to understand my lack of skills in administrative work. However, I also observed that the housekeeping area required more careful service as it was related to the hygiene factor of the organisation. Besides, the initial feeling about working in different areas of Cardiff Marriott Hotel was not satisfactory. As time went I learnt from my other colleagues how to deal with the customers and take pressure so I started to feel better gradually.  Initially, my colleagues in that organisation felt negatively about my performance but over time I found them to be positive as I developed my skills to manage the administrative tasks gradually.

Evaluation: 
The hotel industry is a growing industry where many scopes are present for personal and vocational development. However, the key skills required in this industry include communication, teamwork, task management, guest service and operational competency (Nurlatifah et al.,2023). While playing various responsibilities in Cardiff Marriott Hotel I found different issues after evaluation. However, I had very inadequate knowledge in some of the areas like engineering, housekeeping, conference and banquet management. As a result, I found that additional skills and knowledge are required to manage the administrative tasks over there. Because of poor communication and a lack of time management skills my overall administrative work was impacted. However, I started to learn from others and developed my capabilities in administrative areas gradually.

Analysis: 
Managing hotel administration allows me to focus on individual guests to offer quality services. However, my role and performance in front desk, housekeeping, engineering, banquet and conference were analysed to identify the strengths and weaknesses. The analysis reflected that I need to focus more on communication skills and time management. To manage the internal team and solve the critical issues raised by the guests effective communication is required (Chandrakumara & Rathnayake, 2023). Cardiff Marriott Hotel is a four-star hotel where quality service needs to be ensured by a dedicated role.

Conclusion:
The hotel management administration role encompasses managing various administrative works in the front office, housekeeping, kitchen, engineering works and conference. However, these areas are very common and related to hospitality service quality. However, the customers' demands and trends in the hospitality industry are changing so focusing more on quality service can bring competitive advantages. 



[bookmark: _Toc158818051]Organisational Issue
By involving myself in the Cardiff Marriott Hotel I found that some of the organizational issues are impacting the service quality and hotel management administration. The major issue is the lack of a monitoring process of policies on hotel administration and back office operations to manage the teams. There are some quality concerns found while I worked in the front office. However, these areas need to be improved to get the best results.
[bookmark: _Toc158818052]
Possible Solutions
By constantly evaluating and monitoring the improvement of policies related to hotel management administration the problem can be mitigated. The assigned team can follow up and monitor the overall process and align with the industry requirements. 
[bookmark: _Toc158818053]Placement Learning Objectives 
The placement in Cardiff Marriott Hotel offers me various learnings. The main objective is to gain the knowledge to manage administrative systems in various departments like finance, sales, HR etc. Apart from that, I was also proactively involved in housekeeping, front desk, banquet and conference services from where I developed my knowledge of workplace culture, the importance of maintaining effective communication and time management (Van Sluijs and Matzat, 2023). However, I also learnt the objective of the proper way to allocate resources, and training as per the consumer needs and safety and health issues.
[bookmark: _Toc158818054]Reflective Analysis: Importance of Work-Based Skills and Technical Knowledge
While performing the job role in this reputed hotel I found that there are diversified demands from all guests from the hospitality sector. The hotel management administration focus offers me to have more scope to develop my skills related to communication and teamwork. Overall work-based skills and technical knowledge can play a vital role in personal and professional development (Moldovan, 2019). Working at the Cardiff Marriott hotel, I discovered that my communication and teamwork skills are lacking. I could not communicate effectively with the team so this skill needs to be further developed. However, my poor task management skills demonstrated that I need to work on it further by taking adequate training. Besides, the positive side is my concern about assuring quality guest services. I do not feel comfortable till the guests are well served and quality is completely maintained.


[bookmark: _Toc158818055]Future Action Plan Based on Experience 
There are several areas where my focus can be enhanced as a future action plan. As identified the poor communication and task management skills so I would like to take a few trainings on sharpening these areas. As a result, I am quite sure to develop these areas to get better outcomes in future roles.
[bookmark: _Toc158818056]Conclusion
In conclusion, Cardiff Marriott Hotel offered me various insightful experiences to get that can be further helpful for my personal and professional development. Hotel management administration is a vast area and earning experience from the Cardiff Marriott Hotel offered me to focus on skill development, especially on communication and time management which can be part of an administrative role.
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