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[bookmark: _GoBack]Hotel administrative operations serve as the foundation for maintaining daily operations and guest contentment. The hotel operates various functions by uniting front of house and back of house services and by handling reservations while facilitating communication between departments. Through my 10-week placement I observed at the Reception/Front Office department supervisory role that demonstrated how operational and managerial duties create high-quality guest service delivery (Hanrahan and Kruger, 2023).
To guide my reflection, I adopted Gibbs’ Reflective Cycle (1988), a model that promotes a structured analysis of experiences through six stages: description, feelings, evaluation, analysis, conclusion, and action plan. The framework provided me with tools to analyze both my personal and professional growth from these experiences.
I established the following learning objectives when I began my placement work:
· To understand the managerial and operational aspects of the front office.
· To enhance technical knowledge of property management systems and guest relations.
· To improve communication and teamwork skills in a dynamic environment.
· To apply theoretical knowledge of hotel administration to practical situations.
· To develop strategies for addressing challenges in hotel operations.
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Shadowing a Supervisory Role
According to Gibbs’ Reflective Cycle, I started with the description of the experience of shadowing a supervisor. Some of the activities I was expected to perform were; allocation of rooms, booking, handling complaints from guests, as well as training of other employees on how to use the system. These tasks made me realize the challenges that front office face as well as the role of the supervisor in managing the services (Hanrahan and Kruger, 2023).
Feelings: At the beginning I had a feeling that the work environment is very intense, especially during the rush hour. But my supervisor helped me to learn how to handle many tasks at a time and I gained confidence in handling them. The group setting made it less intimidating and more rewarding (Verhoef et al., 2021).
Evaluation: In light of my strengths, interpersonal skills that I have gained from previous customer service positions were an advantage. I could easily work with guests and other employees, which helped me in solving issues. Still, I found out that there was need for enhanced efficiency in time management and delegation since at times I found it hard to manage between two tasks.
Analysis: The case also brought out the issues of communication and collaboration in the management of a hotel. For instance, when the hotel is full on a weekend, I arranged with the housekeeping department to increase the rate of room availability in order to minimize check-in time for the guests. This partnership showed how communication improves organizational performance and customers’ experiences (Verhoef et al., 2021).
Conclusion: Getting a supervisory position shadow enabled me to close the theory-practice gap. I benefitted from this experience because it was made clear areas that I was strong in and areas that I should improve on in the future if I am to get other positions.
Action Plan: In the future, I would like to find ways on how to better cope with time management and task prioritization. I will also endeavor to gain exposure to the developments of my technical competency in property management systems (Kojourimanesh et al., 2021).
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Importance of Work-Based Skills
This means that generic skills like communication, teaming and leadership skills which are acquired at the workplace are quite important in hotel administration. When I was having my practical attachment, I saw how my manager as a leader managed to encourage the employees and how they handled cases of rivalry. These leadership qualities made it possible to destroy a gap between the team and the department objectives (Kojourimanesh et al., 2021).
Among the social assets, I enhanced the aspect of communication. For example, addressing a guest complaint on a delay in check-in involved understanding and information. I professed to the guest then contacted the housekeeping team to address the problem as soon as possible. In this case, it was realized how important it is to have proper communication skills and professional manner while dealing with guests (VanderWeele, 2022).
Team work was another worthy skill that I managed to develop. While working with my co-workers in the course of system breakdown, I effectively dealt with the front desk services without the support of the system. This experience gave me the understanding of the fact that it is possible to only address the issues of adaptation and division of responsibilities.
Importance of Technical Knowledge
Technical knowledge is as important in the administration of hotels. Knowledge of Opera, which is a property management system to handle reservations, room allocation, and guest information, is required. In this placement, I was able to master the Opera in relation to dealing with various bookings, group reservations and special requests (VanderWeele, 2022).
I realized that the technical content needs to be balanced with the problem solving skills that are required in the solution of the problems. For example, working on a guest billing issue meant understanding how the reporting function worked and being able to explain why the matter had been fixed to the guest. These technical and interpersonal skills assured satisfactory result because they included both a technical and a human aspect (Bassot, 2024).
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Identifying the Issue
The organizational issue which I faced was lack of communication between the front office and the housekeeping department. This frequently resulted in delays of getting the room ready and guests’ dissatisfaction as well as increased pressure on front office personnel. For example, in a rush hour, due to the absence of updated information about the rooms, several guests had to wait longer to check-in (Bassot, 2024).
Impact of the Issue
This disruption of communication impacted the department insofar as front office personnel were stuck dealing with irate guests while they sorted out the problem with housekeeping. It also affected the morale of the team since the constant failure to communicate on the right strategies left the team members frustrated (Bassot, 2024).
Proposed Solutions
In order to eliminate the above mentioned problem, the following solutions are recommended:
1. Implement Real-Time Communication Tools: These issues can be resolved by using a software like Slack or a mobile application linking to the property management system where the real-time statuses of the rooms can be reported and minimized miscommunication (Bassot, 2024).
2. Standardize Procedures: Preventing issues with room readiness by setting proper policies on how it is updated in the system can be avoided.
3. Cross-Departmental Training: It is much easier to have training sessions that enhance mutual understanding of each department’s tasks and cooperation..
These solutions are in harmony with the systems theory under which the processes in an organization are interdependent and should be effectively coordinated. These measures point can help in different aspects of communication and the smooth flow of operations with respect to guests’ satisfaction (Mayer and Grof, 2021).
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Key Insights
With courtesy to my placement, I have developed an understanding of how the administration of a hotel operates and the significance of work-based skills and technical know how as it is. Observing a supervisory position while shadowing a professional provided practical insights into communication, cooperation, and conflict-solving alongside the weak points in quick decision making and time management (Mayer and Grof, 2021).
Future Professional Practice 
This experience has provided a firm foundation to my desire to be a hospitality manager, especially where one needs to have operational and a managerial background. To build up my skills I would like to:
· Develop Leadership Skills: The goal would involve enrolling into organized workshops and training within the organization by providing leadership related training, conflict resolution etc.
· Enhance Technical Proficiency: Keep on studying the further development of the features of the property management systems and new technologies in hotel business (Mayer and Grof, 2021).
· Foster Professional Networks: Gather with practitioners in the field to get acquainted and gain insight into current practices of the industry.
According to the given strategies, I would like to get a positive impact on the hospitality industry and further personal development.
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