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The Key Skills Required to Work at the Hotel’s Front Desk
There are a lot of skills required to work at the front desk of a hotel to make sure that the basic operations of a hotel are. These skills are diverse in range and may depend on one another to provide customers with an excellent experience and service. (Bardi, 2021).As the proverb goes, the first impression is the best; the authority leaves no room for the customers to leave with a bad impression of the services that the hotel provides. The employee at the front desk plays an important role in making a positive and welcoming experience for the guests staying in the hotel which is why the employee must have some unique and fluent skills (Shin et al., 2019).
I belief that some of the basic skills that the employee working at the hotel’s front desk is required to have are:
Communication Skills: To work at the front desk of a hotel, an employee must have robust verbal and written communication skills which help the employee communicate and interact with guests, co-workers, and other employees working at the hotel. As the main person that the customers interact with, the person working at the front desk must be fluent while speaking to guests. Guests may face problems while staying at the hotel which is why the front desk must always be ready to listen to their problems attentively, understand them fully, and come up with appropriate solutions to provide them comfort. (Bardi, 2021).

I belief that Handling phone calls is another crucial part of why the person working at the front desk of a hotel needs fluent communication skills as clear communication over the phone is very important to answer the inquiries that the guests do about the hotel, providing directions to the hotel, making reservations, and helping the guests with what they need (Sørensen et al., 2015).
Multitasking and Organization: While working at the front desk, often the employee has to handle multiple tasks at the same time which is why it is required that the employee is very organized, is capable of working under pressure, and is very oriented in focusing on the details of the tasks. For example, while taking reservations through phone calls or face-to-face, the employee should be checking in, verifying identification, processing payments, assigning rooms to the guests, and ensuring accurate bills simultaneously which reduces the waiting time for other guests. This skill is also needed to coordinate with co-workers and other departments of the hotel. The employee at the front desk needs to be able to multitask to help the guests who are staying at the hotel with their requests and concerns (Shin et al., 2019).
Computer Literacy: The employee working at the front desk of a hotel often has to rely heavily on computer systems and software which is why it is always a must for the employee to be familiar with how to work with computers and office programs. Having a faster typing speed helps the employee enter data faster which reduces waiting time. If done correctly, computers can calculate even the most complex calculations in a matter of moments which the human brain may take some time to solve. Front desk staff often need to use the hotel management system to manage multiple tasks which is why the staff needs to be efficient in working with computers to handle check-ins, assigning rooms, bill tracking, accurate billing, and check-outs (Mooney et al., 2016).
Cash Handling and Math Skills: One of the most important skills that are required to work at the front desk is to be able to handle cash and have appropriate math skills which are needed to process cash transactions and payments and manage the account of guests. The employee working at the front desk must be fluent in processing credit cards, and efficiently and accurately manage the balance of the cash drawer. As the main employee who interacts with guests, the employee is to create invoices which consist of the bills that include days spent in the hotel, extra services provided, consumption of food and drinks, bar expenditure, etc. (Bardi, 2021).
Knowledge of Hotel Services and Policies: As the main communicator on behalf of the hotel, the employee working at the front desk must have a good understanding of the services, policies, and facilities that are provided by the hotel. I belief that This may include the types of rooms that the hotel provides, rates of each type, nearby sites of attraction, and any special events that might be going on within or outside the hotel. In case of any inquiry from any guest or potential guests, the employee must be able to clearly say the features and policies that the hotel provides to clear any question that the guests may have in mind (Solnet et al., 2016). The employee working at the front desk must be able to calculate these bills accurately and efficiently (Bardi, 2021).
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	What are you going to do to ensure that the hotel is represented well to guests?
	How will operations run smoothly throughout your shift?
	Why would you consider your plan being the most effective?

	What contingency plan will you put in place to ensure quick resolution of this scenario in the future?

	Dress Professionally: First impression is very important in the hotel business. So, in that case, if I dress following the hotel dress code that it will create a good impression that is positive in the mind of the guests that impress them well. I need to run all of the operations of the motel smoothly during my shift if so i want to do many critical things that are. 
For ensuring the hotel is represented well to guests on my first day as a front desk associate I can do many things instated for the manager is sick. By this, I can make sure the hotel is represented well (Bénet et al, 2022). 
	I need to communicate with other team members first. It will help me to know about all the operations of the hotel properly. As I'm a front desk accomplice so I want to prepare my paintings. It's going to give me more blessings to finish the paintings of the lodge nicely and i can also examine my subordinate and make certain they all are running well. (Bardi, 2021).
Then I need to divide the task among the team member so that they can do their work and can run the hotel smoothly during my shift (Akgunduz et al, 2022).
	As a front desk associate to run the business properly, I need to plan well so that I can make the plan effective for the hotel. For handling the task of the hotel business a front desk associate needs to run the hotel properly to know about the standard operating procedures. Behaving nicely to the visitor is any other important factor that makes the guest happy and I'm able to properly do my activity additionally. 
It will help me to complete the entire task like check-ins, check-outs, and guest inquiries properly by which I can maintain all the things properly (Rutherford, 2021).
	For handling these types of problems in the future I need to define the roles and regulations clearly. It will help to make sure all the work of the employees is properly done. For ensuring the quick resolution of this scenario in the future I need to do well plan what I can use at the time of these types of situations. (Bardi, 2021).

 I ought to open the communication way it will supply the personnel an easy manner to speak with me which assist me to run the operations smoothly. The reason is the employees know their responsibilities which will make them sincere about their work (Akgunduz et al, 2022).

	Greet guests warmly: It is another important thing for me as a front desk associate is to greet guests warmly and talk with them with a smile. I need to talk with extraordinary departments and colleagues to properly do the housekeeping, maintenance, and many other paintings. Behaving well to the guest is another important thing that makes the guest satisfied and I can properly do my job also (Bardi, 2021).



	As the manager phoned he/she is sick and I need to run all the operations of the hotel smoothly during my shift in that case I need to do many important things which are. As I am a front desk associate so I need to organize my work. It will give me extra benefits to complete the work of the hotel properly and I can also look at my subordinate and ensure all of them are working properly (Chalupa et al, 2021).
	I am the front table partner of a motel corporation so planning properly to increase my ability to multitask is very important and it will be very effective for the hotel business. So, the plan I do for running the hotel business must be related to increasing my multitask ability. By this, I will make everything effective for the hotel business as a front desk associate (Mankame, 2021).
	Regular assembly and updates help me to realize approximately the inter condition of the inn which offers me to clear up the problems a good way to arrive within the destiny and assist me to take the tasks. Cross-training will help me to handle these types of situations perfectly. In that case, all the employees and departments are getting all types of training which will increase their knowledge of work in any situation in any position that is very good for handling this type of situation in the future (Chalupa et al, 2021).

	Learn about the hotel: To proving good customer service it is very significant for me as a front desk associate on my first day at work is learning about the hotel. After learning, I can properly know how the hotel behaves with its guest so that I can use all the techniques that make the guest satisfied (Rutherford, 2021).
	In the hotel business every day, a lot of problems have arrived. So, I need to as a front desk associate to finding all the problems reasons. After finding the reason for the problem I can solve the problem easily which helps me to run the hotel business smoothly during my shift (Siregar et al, 2021).
	As I am a front desk associate of a hotel organization so I need to talk with different departments and colleagues to properly do the housekeeping, maintenance, and many other work (Bardi et al, 2021).

	For designated backup, it is very important to succession plan properly. With the help of these when I face this type of situation I can hire a new manager who can handle the entire situation properly and make the business successful (Siregar et al, 2021).

	Provide excellent customer service: Providing the best customer service is the most important factor for satisfying the hotel guest. So, I need to try my level best to provide the best customer service that ensures that the hotel is represented well (Mankame, 2021).
	Communication is very important for running the business smoothly. After locating the cause for the hassle i can remedy the trouble without difficulty which facilitates me to run the inn enterprise smoothly at some point of my shift. 
So, for running the business as a front desk associate of a hotel organization (Elziny et al, 2021).
	I must open the communication way it will give the employees an easy way to communicate with me which help me to run the operations smoothly In that case I need to work with them collaboratively and behave with them very well so that they are working for the hotel and give their best effort which also helps me to make my plan very effective to the hotel business (Davronov, 2021).
	Regular meeting and updates help me to know about the inter condition of the hotel which gives me to solve the problems that will arrive in the future and help me to take the initiatives which will increase the image of the hotel business and also help me to make the hotel business successful as a front desk associate (Elziny et al, 2021).
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Element 1 – Property Management Systems (PMS)


	A property management system or PMS is a system that streamlines the management of a hotel’s overall administrative activities. It is very important for a hotel as it makes hotel reservations and other tasks easier and more efficient such as front-desk management, reservation, payment, housekeeping, and other activities (Abukhalifeh et al., 2022). Some elements of the property management system of a hotel are given below – Reservation: Customers can easily reserve hotel rooms and book them online using the central reservation system of PMS. The reservation system includes room booking, e-payment accepting options, reservation confirmation responses, and other extra activity bookings (Abukhalifeh et al., 2022). Front desk management: Using PMS front desk manager of a hotel can see whether a room is booked or not, and he can provide guests with the latest information on the current reservations. The front desk manager also helps the guests to check in and check out very efficiently (Nirmala, 2021). Revenue management: Hotel authorities can use PMS to manage and process revenue collection and related activities. A belongings management gadget or PMS is a machine that streamlines the management of a inn’s ordinary administrative activities. Using the revenue management system, authorities can plan the pricing strategies for their rooms and other activities (Dhiman et al., 2015). Housekeeping: It is very crucial for a resort because it makes inn reservations and other tasks simpler and extra efficient inclusive of the front-table management, reservation, price, housekeeping, and different activities. Using PMS, the manager of a hotel can efficiently manage the housekeeping service by efficiently giving them tasks and keeping track of the activities (Nirmala, 2021).






	
Element 2 – Hotel reputation


	In the hotel industry, building and improving reputation is very crucial. The marketing department of a hotel business will take different measures to improve its reputation. Some of the approaches to improving reputation are given below – Increasing online presence: Increasing online presence is very important for the hotel business, because currently people are online-oriented, and they search online for the best hotels. Therefore, the marketing department of hotel businesses should increase their online presence and increase online marketing. Responding quickly to customers' queries will give them a lot of advantages (Lai et al., 2019). Providing best quality services: The management of hotels should provide the best quality services to the guests during their stay. Growing on line presence could be very important for the hotel business, because currently humans are online-orientated, and they search on line for the exceptional accommodations. The authorities should make all the processes and formalities easier for the guests so that the impressions of guests become positive (Anagnostopoulou et al., 2019). Taking reviews from the guests: The managers and authorities of hotels should ask for and take feedback from the guests. Consequently, the advertising department of motel businesses ought to increase their online presence and increase on line advertising and marketing. This feedback will help the authorities to improve the existing services and will help them provide better services in the future (Perez-Aranda et al., 2019).

	
Element 3 - Communication 


	In the hotel and hospitality industries, communication plays an extremely important role in the success of the business. In this field of business, communication occurs internally and externally. Active communication improves relationships between people taking and giving services in the hotel industry. In the motel and hospitality industries, conversation plays an incredibly critical position within the success of the commercial enterprise. It also improves the inclusiveness of everybody and increases the overall efficiency and productivity of hotel operations (Jhaiyanuntana et al., 2020). Two types of communication are most common in hotel operations, and they are described below – Communication between employees: To make the hotel operations and activities more efficient and effective, internal communication among the staff members and management of a hotel should be increased. (Bardi, 2021).

Energetic communication improves relationships among humans taking and giving offerings in the motel industry. This kind of internal communication which can be both verbal and non-verbal will improve the productivity of a hotel and decreases the chance of internal conflict. Effective communication between employees and managerial bodies will also improve the working culture and increase the inclusion of staff members (Halim et al., 2021). Communication with guests: Effective communication with guests plays the most vital role in hotel industries. Good and active communication with the guests improves their relationship with them. Guests feel more comfortable if they can easily communicate with the authorities and managers. On this subject of commercial enterprise, communication takes place internally and externally. It helps the hotel management to boost its reputation via public relations. The authorities should provide customers with relevant information help them out during any problem and respond quickly to any queries of the guests (Jhaiyanuntana et al., 2020). 

	
Element 4 - Staffing 


	
Staff and employees play the most important part in running a hotel business. Hotel industries require skilled staff and employees. Skilled employees and staff can effectively manage all the activities. From housekeeping to the front desk, every employee must be skilled to make a hotel business a success (Hewagama, 2015).  Some of the important aspects of staffing in a hotel business are given below – Hiring staff for specific roles: The HRM of a hotel should hire staff for specific roles such as housekeepers, room attendants, room inspectors, front desk managers, public space attendants etc. This will help the hotel authorities make the hotel operations efficient. It additionally improves the inclusiveness of each person and will increase the general efficiency and productivity of inn operations. Again, employees can focus on their specific roles that will improve their productivity (Miah et al., 2020). Internal and external hiring: The authorities of a hotel can hire employees from the internal workforce or can do external hiring. This kind of inner communication which may be each verbal and non-verbal will enhance the productivity of a motel and reduces the threat of internal war. Internal hiring can help them choose the best candidate for a role. External hiring will give them options to have more qualified candidates for a specific role (Hewagama, 2015).   Skill development program and training: It is very important to provide necessary training to the employees and arrange different skill development programs from time to time. (Bardi, 2021).


To make the hotel operations and sports more efficient and powerful, internal communication among the body of workers individuals and management of a inn need to be increased. This will make the employees skilled in their specific roles and they will be more efficient in their work and overall productivity will improve (Nikolskaya et al., 2019).
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In this scenario It is your first day as a front desk associate and your manager
has phoned in sick Createan action plan and answer the following questions.
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