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Introduction

The organization of a hotel activity is the expression of a managerial policy, depending on the type, capacity and classification category of the hotel, but beyond these considerations, the organizational structure of the accommodation unit must ensure the achievement of its specific objectives. Quality level of customer requirements in terms of economic efficiency.
The specific activities of the hotel are structured in two compartments, starting from the two basic hotel services, defining components of the hospital activity, accommodation and catering.
The other activities, of great importance in the optimal operation of the hotel, such as, supply, management-accounting, human resources, sales-marketing are grouped in specialized compartments.
In the division of activities in the hotel, an important criterion is the contact with the client, the direct provision of hotel services.



Importance of the Front-Office in the Hotel

The staff working in the specific departments, accommodation and catering, carries out their activity predominantly in front of the client, even if not all the component sectors constantly perform activities with this specific.
In the accommodation department, the front office staff carries out their activity mainly "face to face" with the client, while the staff from the floor and technical departments, only in certain circumstances comes into contact with the clients.
Through the reception compartment, the accommodation product is promoted and sold. 
In a large capacity hotel, the specific activities of the front office are structured in distinct sectors: concierge, cashier, communications, reservations, reception.
In small hotels and classified at 1-2 stars, the reception is a single sector of activity, and in medium and large hotels of 3-5 stars, the reception is organized in a front office system with 3-5 sectors.
Front Office-specific activities are:
- promoting the hotel product
- booking rooms and planning their occupancy
- sale of the accommodation product
- evidence of room operation and customer flow
- management of room keys
- elaboration of specific statistics
- performing additional hotel services
- ensuring the client's security
- recording customer consumption
- resolving requests and complaints
- facilitating communication between the client and other sectors and compartments
- collecting the value of the services consumed by the client
- collaboration with other sectors and compartments of activity.
The responsibilities of the front office staff are varied, from booking and checking room reservations to the facility to purchase tickets to shows.
The receptionist is the one who takes care of the reservation activity in all its variants, assigns certain rooms to the clients according to their requests and reservations, handles the registration of customers, distributes the keys to the rooms, communicates with the cleaning and maintenance staff. , answers the phone, provides information about the hotel, accepts (if there is no cashier) payment in currency or invoice payment documents by the customer, issues invoices for the services provided by the hotel, and ensures that the guest has the best possible service available. To qualify for this position, a person must first know at least two languages ​​of international circulation, have knowledge of computer operation and communication skills, be a pleasant presence both physically and behaviorally, to be emotionally balanced, sociable, with a team spirit and a commercial spirit, adaptable, intuitive, attentive and vigilant, serious, honest, dynamic and efficient.
The manager or head of reception is the person who makes the connection between the directors and the operational staff in the front office, trying to transform the strategic desideratum into operational objectives.
Among his duties, we can count:
· Checking the statistical reports made by the night receptionist
· Operation and monitoring of reservation systems, and supervision of the activity
the booking manager
· Development and operation of an efficient front office communication system
and other departments.
· Supervision of the daily activity of the front office department
· Training reception staff to maintain a high standard of
services in that hotel
· Organizing and coordinating interactions with customers and other departments
· Preparation of forecasts regarding room requests for periods
following
· The preparation of the operating budgets has the reception
· Maintaining business relationships with important members of the community


















Conclusion
In conclusion, the front office represents the place of establishing the first direct contact of the client with the hotel. Reception is the vital center, a real catalyst of problems, relationships, customer interactions and other compartments, as well as the nodal point of intercompartmental relationships.
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