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The Savoy, located in London, is one of the UK's most iconic luxury hotels, offering exceptional service to guests. Support services help the hotel to maintain its standards and also provide efficient administration of the premises. Sales, finance, and human resources are several departments that correspond to guarantee the successful daily functioning of the business (Green, 2019). In the Sales Department where I was shortly assigned, administrative functions are vital in managing clients’ bookings, sales reports, co-ordinating sales activities and communications between employees and customers. The hotel needs to achieve its revenue goals and provide guests with an excellent experience which will be possible after completing the described tasks.
Learning Objectives for the Placement:
· Develop communication skills through interaction with clients and colleagues.
· Gain proficiency in sales software and reporting tools.
· Improve teamwork and collaboration within the department.
· Understand how sales strategies influence overall hotel performance.
· Enhance task management and organisational skills.
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In this reflection, I will be using Gibbs’ Reflective Cycle (1988). This model is structured around six stages: activities; description, emotions, assessment, scrutiny, inference, decision, and course of action. It serves as a lens through which experiences can be reviewed and how the development of self as well as profession can be enhanced.
Supervisory Experience:
While on my placement at The Savoy in the Sales Department, I worked under a supervisor who administered the general work of the sales team. I conducted myself by shadowing clients, compiling revenues, making bookings, and helping to organise sales events (Heckman and Kautz, 2017). I also attended some of the meetings with the other external stakeholders to deliberate on the sales approaches. This practical engagement enabled me to gain important skills; most importantly communication skills as I spent most of my time communicating with colleagues and clients to confirm that business was in order (Hughes et al., 2017). The experience in actual time working on problems and decisions in the sales improved my knowledge of the team and efficient communication.
I also learned how to work in a team since I was coordinating the bookings and updating the sales reports with my colleagues. What I find most valuable about this particular project is that it enlightened me about the general functionality of the team members and how each member plays an important part in the achievement of the goals and objectives of the department (ILO, 2021). Regarding tasks, I developed the skills required to cover many responsibilities within a short time, including reporting and addressing guests’ concerns. Moreover, the prior experience let me grasp the significance of guest services since I realised that it is crucial to coordinate sales with attention to maintaining the standards of the guest society.
Personal and Vocational Development:
In my academic experience, I have developed a basic understanding of hospitality management which helped me for the placement. Some of the areas which involve the treatment of customers such as customer relationship management and sales techniques spotted in the coursework apply to my placement (Karmakar, 2021). It helped me to apply theoretical knowledge within practice because, for example, sales operations that I learned in school, I applied at The Savoy. One of the most valuable lessons I’ve learnt is the ability to think under pressure and be as fast on your feet as the world around you, which will shape my future career.
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Importance of Work-Based Skills:
Hotel administration, especially in the Sales Department at The Savoy requires work-based skills in task management and guest interaction. Run the proper administrative duties like booking and revenue tracking, which affect the performance of the hotel, are completed in time if the basis of task management is effective (Kiryakova-Dineva et al., 2019). Task management according to Mintzberg’s managerial roles theory is a “decisional” role and the manager allocates resources and makes key operational decisions. While at my placement, managing bookings to generate sales reports gained me experience in using this skill in a hectic atmosphere.
Another key piece was guest interaction where clear communication with clients is key to building strong relationships and getting repeated business. This matches what Shannon and Weaver’s Communication Model is about, which is making sure that the other people are saying what you need them to say (Losekoot et al., 2018). Communicating customer satisfaction was also attained with their assistance in client interactions since it is a key to the hotel’s success.
Both teamwork and teamwork were equally important. The collaboration showed the importance of all members coordinating sales strategies and everyone contributing appropriately (Magalhães et al., 2022). This matches Belbin’s Team Roles theory which states that teams are more powerful when different people bring different strengths to them. As I went about the rounds of observing each of the team members You can imagine the role of each player is very important to achieve the target of sales and be efficient.
Technical Knowledge:
The hotel administration has to be proficient in technical. On the other hand, at The Savoy, I used Opera as a hotel booking system, and Salesforce to track sales and relationships with clients (Mahfud, 2017). Navigating these systems helped me become more productive, and also helped me to see how technology serves the bigger hotel operation systems.
One example is being able to use Opera to have real-time availability and guest request information for room tasks. Like Salesforce, it helped me understand how CRM systems are used to manage client relationships and create revenue, and therefore, how technical skills are important for helping to run the hotel administration.
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Organisational Issue Encountered:
At one point during my placement at The Savoy, there was a major issue that came up due to bad communication between the Sales and Events departments during a busy period. Double bookings caused by miscommunication as well as operational inefficiencies and guest dissatisfaction all served to damage the hotel’s reputation (Manara, 2018). The importance of effective team communication was underscored by this communication failure, which was taking place in the "performing" stage of Tuckman’s Group Development Model or Model of the stages or phases of developing groups.
Proposed Solutions:
To solve this, I advocate holding regular interdepartmental meetings and using shared project management tools like Trello or Asana so that communication is always real-time. The methods noted above are according to Hackman’s Normative Model of Team Effectiveness which states that for teams to be cohesive norms and communication protocols must be established (Zhong et al., 2021). In addition, cross-departmental training facilitates the understanding of each other’s operation pressures, facilitating better collaboration and ultimately promoting guest satisfaction.
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During my placement with The Savoy, I learnt administration and supervisory aspects of hotel operations. From managing hotel administration I developed important skills such as task management, teamwork and communication which are crucial to the efficient running of a hotel (Green, 2019). I shadowed a supervisor and discovered the significance of selling in line with visitors’ satisfaction and keeping communication clean between the personnel and also with clients. In addition to my exposure to technical tools such as Opera, and Salesforce, I have been reminded of how important technology is to hotel administration.
Future Action Plan:
	Skill Area
	Action
	How to Achieve

	Leadership
	Take on leadership roles in projects or small teams
	Volunteer for leadership tasks during internships or part-time work

	Communication
	Improve communication with clients and colleagues (Heckman and Kautz, 2017).
	Attend workshops or training sessions focused on communication skills.

	Technical Proficiency
	Gain advanced knowledge of hotel management software (e.g., Opera, CRM)
	Complete online courses or attend professional training in hotel systems

	Guest Services
	Enhance guest satisfaction handling skills
	Gain experience in front-line guest service roles and seek feedback
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