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	Introduction
The representatives of the hotel front desk are varied relying on the organization. front desk individuals are responsible for welcoming and greeting the entire clients and customers, delivering, and receiving outgoing and incoming packages and mail as well as answering all the service calls and directing as required (Latifah, 2022). Several skills are required to better perform front desk tasks, which will also contribute to attracting more clients and customers towards the company, who are the main source of the entire profitability and revenue of the company.     
What are the key skills required to work at the hotel's front desk?
The individual at the front desk of the hotel is liable for checking the clients and customers in and out of the hotel and performing as a hotel administrator for example, managing bookings (Ingram et al., 2023). There are several skills that I will be required to work within the Premier Inn front desk such as better communication skills, being highly organized and detailed oriented, intellectual, and cognitive skills, collaboration with literacy skills and knowledge & understanding skills. 
Communication skills: they have been considered the most crucial skills that are required within the individual to work in any industry, organization or for studies. If I had better communication skills to work at a hotel front desk in Premier Inn, it will contribute to establishing rapport with the various clients and customers, creating a positive culture and experience with entire guests, and resolving all the conflicts (Shin et al., 2019). All these various aspects will contribute to effectively attracting more customers towards the services and goods of the hotel, which will be much more beneficial for increasing the entire profitability and revenue of the company. As far as there are several benefits if I had better communication skills to work at a hotel front desk, there are several limitations I had ineffective communication. I will not be able to communicate appropriately with the various clients and customers. Resolving all the conflicts that may arise with the various clients and customers can be much more challenging and problematic. As well as if I am not able to communicate appropriately with the guests, the brand image of the company will be decreased, and the retention of the guests will be impacted adversely. This will also lead to a high decrement in the entire profitability and revenue of the company. For example, the front desk individual of Britannia Hotel had a lack of communication skills, due to which the individual failed to provide better services for their guests and the individual was unable to answer the questions of the guests. 
Knowledge & understanding skills; it has also been considered one of the most crucial skills that I will be needing at a hotel front desk. It is much required that I acquire a better understanding and knowledge skills to better facilitate the entire clients and customers as well as understand the entire guest's problems and challenges. As well as that it is required that I should have better knowledge to perform better within the hotel. These skills will be required in resolving the various conflicts that can arise in managing and maintaining the hotel front desk. A better understanding of all the conflicts and resolving them with all the experience and knowledge is most required to better facilitate the entire clients and customers (Otoo, 2019). As well as attracting more guests to the various services and goods of the hotel, which will adversely contribute to enhancing the entire revenues and profitability of the company.
Being highly organized and detailed oriented is another much crucial skill that I will be needing to deliver better performance at the hotel front desk. All the various multitasking work with the hotel front desk can lead to plenty and a pile of mistakes if I am not detailed oriented and better organized (Olimovich et al., 2020). If I want to work at the Premier Inn front desk, I must be able to keep monitoring my self-progress in completing challenging procedures and processes without errors, maintaining, and managing a tidy workspace and focusing on multitasks.
The topic of key skills required to work at the hotel front desk is much more crucial, as it is fostering various skills that are required to deliver better performance. This will also contribute to being successful in the desired hotel industry, with the various understanding and knowledge of working within the hotel front desk.              
Conclusion
It has been determined that various skills are required to better perform at a hotel front desk such as better communication skills, being highly organized and detailed oriented, intellectual, and cognitive skills, collaboration with literacy skills and knowledge & understanding skills. All these various skills have been considered as the most required skills which will adversely contribute to being a successful hotel front desk at Premier Inn.
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Component Two:
Contribution to Overall Module Assessment: 25%
In this scenario – It is your first day as a front desk associate and your manager has phoned in sick. Create an action plan and answer the following questions.

	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 to be the most effective?

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


	Ensure smooth check-ins; within this generation of Siri and Alexa, it would be inappropriate if I do not deliver an opportunity to the various clients and customers with the facilities of self-check-in. As the manager of a hotel is sick and not able to attend. I will have a chance to better facilitate the guests with much better facilities. I will be utilizing Kiosks to facilitate the customers with self-check-in and out, which has been considered as the most effective for better facilitating the customers self-check-in process. 
	Schedule and manage the entire tasks of the staff; I will ensure all the tasks of staff are well maintained and everyone has appropriate tasks to function the entire operations of the hotel. Organize a small meeting before starting the shift to ensure all the staff are present and deliver their tasks as needed.     
	I would consider all the measures that I have taken into consideration to be much more effective to represent well for the guests and to run the entire operation smoothly throughout my shifts. As I am much more concerned about the guests’ smooth check-in and out, which has been considered the most effective to well represent the entire guests of the hotel. as well as Managing and scheduling the entire staff of the hotel to smoothly run the entire operations of the business is much more appropriate. As the consideration of staff scheduling and management has been considered the most effective for running the operation of the hotel appropriately.    
	The plans I would be incorporating to ensure smooth check-in and check-out. Such as personalizing the group about a new plan and installing the technology of digital check-in and out such as kiosks and further evaluating the working function of Kiosks and whether it will appropriately work or not as desired. As well as the plan I would be incorporating scheduling and managing the entire staff through organizing a small meeting before the shifts begin. Such as reorganizing the tasks and schedules of the staff, taking into consideration all the absenteeism to cover the role of the absent staff.   

	Ensuring maintenance and cleanliness; I will make sure all processes and procedures are maintained well and appropriately and make sure everything is clean to foster well for the entire guests. I will ensure all the hotel room electronics are in working condition if not then maintain all the things which will reduce the satisfaction of the customers. I will also ensure all the room tap leaking and faulty lights, which are required to replace or maintain.  
	Streamline processes of the hotel maintenance; I will make sure all the maintenance processes are streamlined to appropriately run the entire operations of the company. check for all the maintenance processes if not working, plan the maintenance process which will be much more effective and efficient for maintaining and managing the operation of the company.    
	I have also been considering another way of well-representing guests and ensuring the entire operations of the hotel run effectively with such measures as ensuring maintenance and cleanliness. I have incorporated to make sure all the cleanliness and maintenance are adhered to appropriately which has been considered as the most crucial to well represent the entire guests of the hotel. As well as making sure the process of hotel maintenance is well-streamlined, which has been considered the most effective to run the entire operations of the business appropriately.     
	Plans that I would be incorporating to streamline the entire process of hotel maintenance such as through determining the various challenges and issues that are requiring further maintenance, seek for staff who can resolve the entire conflicts that has been arise, and implementing the most effective solutions for better-streamlining process of hotel maintenance. as well as the plan that I would be incorporating to manage and maintain cleanliness such as through organizing meetings for all the staff those have roles for cleaning. schedule everyone to clean the entire floors of the hotel separately and review the entire cleaning process, staff cleaned all the floors and required materials appropriately or not, if not then make them clean suggesting all the staff responsible for it.   

	Level up all the hotel rooms amenities; as most of the clients and customers prefer to travel or to stay with wearables, smartphones, and laptops, make sure that the Wi-Fi is equipped appropriately within the hotel to manage the extra needed bandwidth by all the client's and customers' devices. 
	Ensure all the finance and management processes; as the manager of the hotel, I will have the responsibility for acquiring everyday hotel operations that are smoothly running. Thus, it is much required that I should make sure that every management team and finance management team is doing tasks appropriately to maintain the entire hotel finance process. 
	I have also been considering the measures of well-representing guests through levelling up all the amenities of the hotel room appropriately, which has been considered the most effective to better facilitate the entire guests within the hotel. as well as ensure all the finance and management process is much more effective to run the entire operations of the company appropriately, which has also been considered as the most effective for managing and maintaining the entire operations appropriately.  
	The plans that I would be incorporating to level up all the amenities of the hotel rooms through checking for the network availability and the speed of the internet, connecting several smartphones and laptops to make sure the connectivity is better, if not then I will be incorporating the IT management individual to maintain the better connectivity and check it twice to better facilitating the entire guests of the hotel with better internet connectivity. as well as the plans that I would be incorporating to ensure all the finance and management process through making sure a reasonable balance between inflow and outflow of the entire funds and expenses of hotel stable and maintained.  

	Anticipate the various needs of the guests; I will make sure that all the needs and wants of the entire guests are fulfilled and they are satisfied with the entire process of the hotel, which will also contribute to attracting more clients and customers towards the services of the hotel.  

	Implement all the advanced technology that can be affordable for the company to make sure the entire operations of the business run smoothly. As there are many advanced which can make business operations much easier and more appropriate, which has also been considered as the most effective to run the entire business operations smoothly. 
	I have been considering such measures of better-facilitating guests by anticipating their various needs and wants is much more effective. Every guest has been seeking better facilities and fulfilling their servos need and wants. as well as implementing more advanced technology towards the entire business operations of the company, which has been considered as the most effective to run the business operations smoothly  
	Various plans I would be incorporating for anticipating the needs and wants of guests such as understanding the guests, determining their needs and wants, training staff to facilitate better, and fulfilling the needs and wants of the guests providing feedback facilities if the need and wants of the guests are not satisfied appropriately. as well as to and incorporate new advanced technology such as through determining the current expenses of the business, identifying which technology implementation will be appropriate to run the operation smoothly and train the staff on utilizing it effectively.   



Component Three:
Contribution to Overall Module Assessment: 50% (1000 words  +/- 10%)
Writing in essay format - Describe the key elements that are required when considering these four elements of hotel operations:

	Element 1 – Property Management Systems (PMS)

	It has been considered as the software platform, which is established to help hotel businesses manage and maintain the entire function and operations of the business (Nirmala, 2021). the systems of property management can deliver a range of various functions that involve revenue management, inventory management, room management, front desk operations and more, which have also been considered the most crucial tools for the managers of the hotel to manage and maintain their hotels much effectively and efficiently. A property management system enables hotel managers to streamline their everyday tasks such as housekeeping schedules, room assignments, check out and check-in (Sapkota, 2019). As well as delivering reports and insights on the performance of the hotel, due to which the managers of the hotel can make effective and efficient decisions regarding inventory management, promotions, and pricing. furthermore, property management systems also contribute to integrating the various systems of hotel operations and the software of third parties such as the software of revenue management, the software of guest experience management, and channel management among various others. Through all of these integrations, the managers of the hotel can have their business's holistic view in real-time and establish informed and better decisions that lead to the hotel's profitability and revenue optimization (Hu et al., 2022).    

	Element 2 – Hotel Reputation

	The reputation of the hotel has been considered as the perception of the individual that the hotel has within the various markets. The reputations of the hotels can be impacted by many different factors such as the amenities availability, room cleanliness, service quality, services provided by the staff, behaviors of the staff and many more (Lai, 2019). within today’s increasingly digital world, the online platforms' reputation of the hotels has become a much essential aspect of the entire operations of the hotels. the ownership of the hotel must build a hotel reputation of positivity through delivering better and effective service facilities, managing, and maintaining proper and clear facilities of the business functions and appropriately addressing the needs and wants of their guests. With the rate of hotel online platforms' reputations, the hotel managers must review all the online reviews to implement several effective decisions as well as various responses channels to make sure they are acquiring the various review points of negativity and making effective and efficient decisions to address all the clients and customers reviews (Anagnostopoulos et al., 2019). Addressing all this feedback negativity can lead a long way to establish client and customer loyalty and trust. maintaining and managing a hotel's reputation of positivity can lead to more attraction of the various clients and customers towards the services and goods of the hotel as well as better customer loyalty and entire guests' experiences of positivity. therefore, it is much more crucial to have an investment in the development and training of staff, upgrades of the constant facilities to maintain the amenities and services quality that have been provided by the hotel and a branding campaign and strategic marketing to boost visibility (González et al., 2019).    

	Element 3 - Communication 

	Communication has been considered as a process that includes receiving and sending messages through nonverbal or verbal methods. In any business or within the hotel sector, effective and efficient communication is the most crucial aspect to be successful (Gonzalez et al., 2020). within the hotel sectors, ensuring that the clients and customers are satisfied, happy and informed well needs better communication among the various departments, guests, and staff. The various staff of the hotel must be trained to communicate effectively and manage and maintain the gaps in the services proactively while responding promptly to the several needs and wants of the guests. Communication effectively is not only among the guests and staff of the hotel but also among the departments within the hotel (Amin and Priansah, 2019). there should be continuous communication among the various department of the hotel to coordinate seamless services delivery, for example, the teams of the front desk and the teams of the kitchen should be in communication constantly to make sure that the clients and customers deliver all the required foods in time as well as the kitchen teams should know when the customers are checking out. Similarly, the management of the hotel should make sure that there is effective communication among the hotel teams and corporate, for example, the sales and marketing team, and operational and revenues teams. continuous scheduled and meeting updates are required to make sure that all the departments are on identical objectives and working towards accomplishing similar objectives (Jhaiyanuntana and Nomnian, 2020).   

	Element 4 - Staffing 

	Staffing has been considered as the process of retaining and filling job vacancies in the recruited individual, where the primary aim of staffing within the companies is to fulfil the requirement of Human resources (Yang et al., 2019). A much better and more efficient staff of the hotel is the backbone of any operations success of the hotel. The services quality of the hotel relies not just on the expertise and skills of the staff but also on the staff training quality as well as on the professional improvement that has been undergone by the entire staff of the hotel, which involves operations of back end such as HR, marketing, accounting and many more. a better and more effectively prepared staff of the hotel contribute to making sure of consistency within the standards of hospitality and builds a service culture of excellence (Khalimova, 2020). As the services of the customers are crucial to the hotel sector, recruiting candidates that are well-trained and experienced can contribute to protecting an edge of competitiveness among various hotels within the market. Moreover, the satisfaction of the staff is much more crucial for any business or hotel sector. the job satisfaction and motivations of the entire hotel staff directly influence the entire experiences of the various clients and customers, which is the reason why the managers of the hotel must focus on prioritizing the staff welfare by delivering resources and support for staffs’ incentives, bonuses, flexible schedules, training and various other perks to keep the motivation level high of the entire staffs (Olimovich et al., 2020).  
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