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[bookmark: _Toc214118032]Introduction
This reflective report focuses on the administrative competencies that were gained during my level 6 placements at Hampton by Hilton Luton. I had a working schedule of Thursdays and Fridays 10:00 -14:00 and Saturdays 10:00 18:00. The present report applies to the reflective cycle of Gibbs (1988) to draw an analysis of notable experiences, which has been enhanced by the module to use a reflective model and connect learning with the prior modules and the level 4 placement. The model by Gibbs has six steps which include description, feelings, evaluation, analysis, and conclusion and action plan (Adeani et al., 2020). Two cases are presented, the introduction of the property management system (PMS) in terms of check out/check in and the processing of administrative safety reporting and car park entry. 
[bookmark: _Toc214118033]Scenario 1 - Learning the PMS for check in/out
[bookmark: _Toc214118034]Description
In Hampton by Hilton Luton, the main instrument of reservation, check-in/out and billing management is the PMS. During the initial day of placement, I followed shift manager Haroon and Parnav through the various parts of the duties: guest check in and check out including payments, and room status changes. Training was by doing the job with a supervisor and shit manager and I was wearing a training badge. 
[bookmark: _Toc214118035]Feelings
To start with, I was feared to utilise a new system and make mistakes that would influence billing. It is believed that the confidence came out following guided practice especially in the presence of fellow colleagues; Parnav and Zainab. Motivation was strengthened by a positive feedback by Haroon.
[bookmark: _Toc214118036]Evaluation
The possibility of learning a new PMS and practicing multitasking skills that were acquired at level 4 Heathrow Marriott was a strength. I was able to process check in and check out and take payments including printing invoices and updating folios. The presence of weaknesses was the inability to find some functions and a reliance on colleagues at times. Another observation made by me was that the quality of services provided by the guests relied on accuracy and speed; any delay during the check in created queues.
[bookmark: _Toc214118037]Analysis
The model by Gibbs promotes analysis, rather than description. The PMS also helps in managing revenues and customer relationship which are essential elements of Hotel Administration module. Reliable data input will mean that revenue data will guide future predictions and the preferences of the guests will be stored to be used in future promotion (Egan and Haynes, 2019). When compared to level 4 level of experience, I was more confident and less anxious in process of dealing with information pertaining to guests. The level 4 location focused on confidentiality and multi-tasking when there were many calls; these skills were transferred to dealing with the PMS. Nevertheless, such placement also disclosed the limitations of the system: the PMS was not connected to the car park payment system, and it was necessary to hand-check it. This gap explains why there is need to incorporate combined systems to facilitate smooth guest experiences.
[bookmark: _Toc214118038]Conclusion
In general, I gained skills to work with the PMS, continuing the prior experience and relying on theoretical material of the Revenue Management and Service Operations Management. The confidence was developed via practice, feedback and reflection. The situation shows professional development at level 4, which entails the capacity to adjust to new systems and sustain service delivery.
[bookmark: _Toc214118039]Action plan
In the future, I expect to keep using the PMS to gain more knowledge on its more advanced features like reporting and room block management. To become more employable, it would be best to pursue certification in the property management systems. System integration (e.g. connecting parking payment records) should be advocated, in order to overcome operational inefficiencies.
[bookmark: _Toc214118040]Scenario 2 - Administrative safety reporting and car park access
[bookmark: _Toc214118041]Description
The safety measure of the hotel entails the printing of the downtime report after every two hours. This report contains the names and room numbers of occupied vulnerable and disabled guests which is stored in a fireproof bag. This ensures fire brigade can quickly identify those requiring immediate assistance and their location in the event of fire. It was the role for me to print this report, verify its correctness, and insert it into the required bag. 
[bookmark: _Toc214118042]Feelings
Conducting the duty of safety report also helped to develop a sense of responsibility and awareness of safety to guests (Clifton, 2023). One was content with the involvement in emergency preparedness. On the other hand, the car park barrier was stressful since there were regular interruptions and mistakes were possible.
[bookmark: _Toc214118043]Evaluation
The process of safety report is clear and strengthens the attention to details. It increases awareness of the situation and proves that health and safety measures were followed. The car park process, on the other hand, is not structured. Employees usually unlock the barrier without noting vehicle number plates hence a loss of revenue. 
[bookmark: _Toc214118044]Analysis
In terms of administration, the safety report is linked to the best practice because it provides proper records and emergency response. The process reflects the organisational issues that can be found in the module content- policies, procedures and health and safety. It is also an indication of learning of Business Skills in Hospitality Industry where ethics were highlighted and documentation was stressed. The matter of the car park, however, points out the flaws in administrative systems. Staff will be affected by cognitive overload due to inadequate protocols (Arnold, Goldschmitt and Rigotti, 2023), and shortcuts will occur. Considering the level 4 experience at Heathrow Marriott where high call volumes were difficult to cope with through multi-tasking, I identified the same stressors and used time blocking and prioritisation as some of the strategies.
[bookmark: _Toc214118045]Conclusion
The comparison of the organised process of safety reporting and the messy car park operation shows that successful hotel management is built on well-developed procedures, the systems and responsibilities are combined and well-integrated. I was educated of the value of documentation and accountability. Learnings in this situation would involve recommending combined car parking systems and the introduction of an observable managerial roster of duty.
[bookmark: _Toc214118046]Action plan
Short term: keep on, printing and protecting the downtime reports, making sure that they were accurate and compliant. Cooperate with management to create a standard operating procedure on the car park access and show the list of duty managers (Litman, 2020). Long term: suggest the investment in an automated parking system that will communicate with the PMS, and no manual verification should be done. Elevate extra training in Health and Safety Management to enhance the knowledge on emergency procedures.
[bookmark: _Toc214118047]Comparative reflection with level 4 placement
The Level 4 job placement in Marriott Heathrow entailed front desk work, answering calls, making reservations and keeping the guests confidential. Controlling the large number of calls and avoiding compliance under pressure were among the challenges. This experience demonstrated the need to be a strong communicator, multitasker, and ethical decision-maker-the skills that were essential in the Level 6 placement. The application of the new PMS system and the safety report management based on the attention to detail (Level 4) created. Professional ethics in ensuring confidentiality protection at Marriott was reflected in ethical responsibility in dealing with safety reports and verifying payments. 
[bookmark: _Toc214118048]Conclusion and Development Plan
This reflective report based on Gibbs model identifies the main administrative practices and career learning. Scenario 1 was concerned with the acquisition of the new PMS and the implementation of theoretical knowledge of revenue and operations management. Scenario 2 juxtaposed good safety practices with bad parking management with the concern that policies and system integration should be integrated. In the process, I demonstrated increased confidence, initiative, and organisational awareness. Training on advanced functions of PMS, health and safety management, integrated parking technology, and administrative protocols will also be part of the development plan to equip the role of a manager in the future.
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