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                                             Introduction 

       The purpose of this report is to analyse how communicates Front Office and the other departments regarding to the operations for everything to be good for an effective delivery of services.
         Communication is the key in all the organisations. Was defined by Oxford Advanced Learners Dictionary, as “the activity or the process of expressing ideas and feelings or of sharing information of instruction with people.” Also, has organisational and communal activities such as notifying, help, telling what they want, create bonds and resolve the issues. In hotels, effective communication is obligatory. The Front Office department is very important because is the first thing the customers see and the last one when they gone. It is a extended communication procedure that starts from booking and continuing with the entrance and lodging and ends with checkout. “Effective communication is the key to productivity in the front office department, which is the longest and most intensive department of communication with guests (Akova and Karakaya, 2003: 7-12).”
       Each hotel has different departments such as Front Office department, Food and Beverage, Housekeeping, Engineering and Maintenance, Human Resource, Sales and Marketing, Leisure department and Accounts department. All of them make the hotel the best and decide a good service and accommodation. Each department has a different way to communicate with Front Office department. One of the roles of this section often involves handling other departments and is important to connect housekeeping, accounts department and online bookings with this section, to work in regularity according to the rules that they have. Front office also can fix meetings and arrange meetings. 

                 Communication between departments and Front Office 

    If the Front  Office want that everything go smoothly, the staff must communicate with their colleagues all the time and they must communicate between them because they need to provide the high standard of services like reserving lodging, listing  customers, check the accounts of customers, and verity everything important for guests. This department is interacting with all the departments from the begging of booking through the entire customer sequence up to the customer lives. Is one of the most important departments and is the connection with the other departments. 
     For example, in Marriott Hotel, Five Ways, Birmingham, is one of the biggest brands in the world. When you talk about Marriott, you talk about a brand where the guests are their priority and they are doing everything for satisfaction of guests. They have different systems to communicate with the other departments such as phone, tablet, and many more. Each level of the hotel has a phone on the hall, and each department has a specific number to call. The communication between departments is crucial in this hotel. They know how to do this, and they are working professional. 
      The communication with Human Resources department is essential for interviews, help shortlist them, to choose the most qualified employees. Also, Front Office is contacting the Human Resources for things like salaries, training, induction programs, and leaves. All of these things are important to discuss and is easy to contact them by phone because this department is on 6th floor in the hotel. 
      The communication with Accounts is important because back- office can contact them about payment resolution or dues of customers or non-customers, because the Accounts department handles customer accounts with a complete responsibility. Also, must prepare and arrange everything for night auditing with credits.  
      The communication with Restaurant and Kitchen section it is also important because guests can have special requirements when they make the check in about the food; also, they can accept or decline the reservations for different events as meetings, weddings, and send the information’s to others departments. The Food and Beverage must be informed all the time about guests that are vegan, vegetarians, of have allergies at sort of type of food. The communication between these two departments is made by Red Coat (is the person that is planner of events and meetings), but van be the supervisor from Food and Beverage or even the manager, and the supervisor from Front Office. 
      The communication with Marketing and Sales section Is important for Front Office because if they need to find something about a guest, such as his history, for example. It is one of the first and the foremost responsibility of front office to make a hood impression on hotel’s customers (Chevers and Spencer, 2017). The communication between these two hotels is essential for knowing information’s about the guests for marketing movements, sending the correspondence, create relative actions. 
      Communication with Housekeeping departments is necessary because front office is the first that find out about guests complains, requirements about services. Also, the housekeeping department relies upon front office staff for the number of rooms sold, check out, check in, stay-over guests, and even the guests that had reservations and didn’t come. Knowing all of there, the manager from housekeeping can arrange employee personal leaves and holidays. In Marriott hotel, the supervisor, every morning is coming at Front Desk and discuss with the supervisor all these problems. Also, they have special papers where they wrote everything that must do in that specific day. Another important thing that these two departments are communicate is about the things that the guests are forgetting in the rooms. If this thing happens, the guest will call at the reception to tell them what’s happened.  
   Communication with Leisure department is necessary because the guests can have requirements to book reservations at Spa, Jacuzzi, Gym, and many more. The Front Office will communicate to Leisure departments all these reservations, and will discuss together to see the free spaces, available hours and special requirements. 
    Communication with Maintenance department is necessary because Front Office must know the maintenance of rooms and availability. If the engineers must change something in a room, they will be informed by Front Office. Also, the engineers at Marriott have a tablet with all the rooms that need something to check. Front Office is sending all the information’s on that tablet and in this way, the work is easier. 
    Every day, the supervisors from each department, have a meeting and discuss about all the problems and things that happened in the hotel and are planning all the activities for that day. 
    Another important thing, for a good communication between these departments for executing successfully operations, is how they communicate, how they speak. Front Office must know how to behave with the customers, and they know that must have a warm smile, to use simple speech and that can be understand by everyone, when they are speaking must maintain eye contact, ask politely. Al these things must be done with the customers but with their colleagues from all the departments also. Some of the things that are not good to do is using jargon, speak fast, interrupt the speaker, speak under assumptions, and many more. 
      Is crucial that all the staff to behave and speak nicely with each other and in this way, everything can go smoothly in the hotel. 


                                  
                                         

                                                    Conclusion 

         Based on the all the information’s presented, it is easy to understand that the communication is the key for all the operations from the hotel. The way that the staff speaks, behave, even the body language is important, maintains a worm environment and the work is easy. Is essential that Front Office to communicate with all the departments for maintain a good interaction with them. In this way, all the departments can perform all the operations in the best way and successful way. If all the operations are successful, the customers are happy, and they will come back.  All the departments in are seeing the Front Office as a communication connection in providing customer services. If the communication is made properly, the staff can be more confident. The feeling of understanding and collaboration is also important.  Learning how to communicate and behave is not easy, but not impossible. All these things if they are made in a proper way, the hotel and the services will be at high standards and all the customers will be happy. 
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