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[bookmark: _Toc137298105]1. Introduction
Managing hotel administration includes keeping monitoring every part of hotel operation, such as employee’s management, guest services, booking, budgeting as well as upholding guest satisfaction (ASET, 2017). A supervisory role in the Hotel Back Office and Administration can be shadowed to get practical knowledge of important skills including teamwork, communication, problem solving and so on. Additionally, understanding how important they are for the hotel's performance is essential since they assure effective operations, satisfy customers, and drive efficiency (Johnston, Clark &Shulver, 2012). The report serves as a learning log that includes my placement development record at the back office of hotel Romford West Premier Inn. 
[bookmark: _Toc137298106]2. Overview of the Placement
Romford West Premier Inn is a well-recognised hotel located in Romford London. Since it is in a conventional position, it provides quick access to nearby tourist sites, shopping centers, and transportation options (Premier Inn, 2023). The hotel features modern, comfortable accommodations with innovative facilities including Wi-Fi, flat-screen TVs, and luxurious beds. The hotel's restaurant serves a range of delectable dishes throughout the day and offers guests a delicious morning meal. Free parking, a round-the-clock front desk, and conference space are just a few of the top services offered by the hotel. 
[bookmark: _Toc137298107]3. Reflection through Gibbs Model
The Gibbs model is a reflective learning cycle which is actually a framework mainly used in all fields for reflecting on past experiences. It includes six steps such as description, feelings, evaluation, analysis, conclusion and action plan (Adeani, Febriani&Syafryadin, 2020). The organised approach of this model is adopted in order to foster critical thinking, self-reflection, and the creation of insights and tactics for enhancing the practise of work.
[bookmark: _Toc137298108]3.1 Description
Since I was employed in the back office of Romford West Premier Inn hotel, I experienced that staff members are having communication problems. Some people's communication was unclear, which caused misunderstandings and caused work completion to take longer than expected. Additionally, there were insufficient channels for effective communication, which made it difficult to collaborate effectively. 
[bookmark: _Toc137298109]3.2 Feelings
During my placement in the back office, I felt disappointed as well as worried about the communication problems I observed. Observing miscommunication-related misunderstandings as well as delays is upsetting. I am committed to discover ways to strengthen communication channels and encourage effective and transparent communication among staff members since I am aware of the influence it has on productivity. 
[bookmark: _Toc137298110]3.3 Evaluation
During my early stage of placement, self-management and development proved to be quite beneficial. I was able to successfully manage my workload and make sure that projects were finished right away by accepting responsibility for my actions, creating objectives, and tracking my own progress. While I was working in the hotel's back office, task management was considerably helpful. This ensured that crucial administrative activities like booking guests, invoicing, and record-keeping were effectively handled. Additionally, applying initiative to workplace problems was quite non-beneficial during my early-stage placement. I was unable to make significant contributions to solving issues and enhancing processes since there were few opportunities to strategically identify and address concerns. 
Moreover, communication was not helpful when I was working in the hotel back office. Effective communication was difficult, which led to miscommunications and delays in task completion. However, on the other hand, the application of information was really helpful to me throughout my placement. I was able to make wise judgements, find effective solutions to difficulties, and contribute to the efficient running of the back-office operations.
[bookmark: _Toc137298111]3.4 Analysis
I realised that self-management and development were helpful when I thought back on my job at the hotel's back office. I was able to efficiently manage my workload and finish things on schedule by taking responsibility for my actions, creating objectives, and tracking my progress. My ability to do administrative duties with competence and confidence increased as a result of actively exploring possibilities for personal improvement, which helped the back-office operations overall. Additionally, task management was also really important. I constantly met deadlines and had an organised workflow by organising and prioritising my duties. As a result, crucial administrative tasks including billing, record-keeping, and visitor reservations were efficiently handled (Fallon & Rutherford, 2010). I was able to deploy resources wisely because of suitable task management, which enhanced production and ensured the efficient operation of the back office.
However, applying initiative to solve difficulties at work had no positive effects. I had trouble helping with problem-solving and process improvement in the back office since there were not many possibilities for me to see problems early and deal with them effectively. Similarly, the way of communication was not helpful during my placement. Having trouble in communicating information caused misconceptions and caused tasks to take longer to complete (QAA, 2018). The inability to collaborate and coordinate all aspects of the job was a barrier to the effectiveness of the back office. In some ways, the application of information was really helpful. I was able to make wise judgements and find effective solutions to challenges by applying my theoretical knowledge and newly learned abilities in real-world settings. The back-office activities ran much more smoothly as a result of this knowledge application contribution.
[bookmark: _Toc137298112]3.5 Conclusion
Self-management and development play a significant role in the areas of self-development and vocational development. In the opinion of Bardi (2010), by setting goals, assuming accountability as well as tracking growth, I can improve my vocational skills like time management, prioritisation and so on. Self-management promotes personal development by enhancing self-control, motivation, and flexibility. Task management boosts efficiency, productivity, and performance in vocational development (Casado, 2012). Effectively organising and prioritising can help me achieve deadlines, manage obligations, and advance professionally. Task management abilities also improve time and resource management, essential to career success.
Applying initiative in workplace problems is essential for both vocational and self-development. By actively seeking solutions, taking ownership, and demonstrating problem-solving skills, I can develop their adaptability, critical thinking, and creativity. This proactive approach not only contributes to professional growth but also enhances self-confidence and resilience (Hagg, 2013). However, communication skills are crucial in all three areas of development. Effective communication is essential for vocational success, as it facilitates collaboration, builds professional relationships, and ensures clarity in conveying information. Strong communication skills also support self-development by fostering effective self-expression, active listening, and conflict resolution. In academic development, communication skills enable effective participation in discussions, presentations, and written assignments.
Application of knowledge ties directly to academic development. By utilising theoretical understanding and acquired knowledge in practical situations, I can enhance their problem-solving abilities, critical thinking, and analytical skills. This application of knowledge contributes to academic success, a deeper understanding of concepts, and the ability to apply knowledge in real-world scenarios.
[bookmark: _Toc137298113]3.6 Action plan
In order to solve the communication issues, I will be executing regular team meetings as well as utilising technological tools for communication for efficient sharing of knowledge. I will actively search for opportunities to identify and fix concerns, engaging in communication with coworkers as well as superiors, in order to increase my use of initiative. By taking seminars or other courses, I will also work very hard to further develop my communication skills. 
[bookmark: _Toc137298114]4. Conclusion
My placement experience at the Romford West Premier Inn's back office gave me a valuable understanding of the important role of different skills and how they relate to different development areas. Self-management, task management, using initiative to solve difficulties at work, communication, and knowledge application all played key roles in academic, professional, and personal growth. These abilities helped the back-office processes operate more smoothly, productively, and effectively. The use of initiative and communication were two areas that may use development. In order to improve my communication, improve my problem-solving skills, and further build my talents for success in the hospitality sector, I will put my action plan into practice going forward.
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