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Introduction
The purpose of this task is to deliberate on the expediency and the importance of the Hotel Front Office Operations and to examine the active role of a 5-star hotel Front Office manager and the Night Auditor.

Importance of Front Office Operations
This is one of the many departments in a Hotel and it is the foremost and last place a guest comes into straight interaction with the hotel and this is the face and the voice of the Hotel business which serves as front office or reception to receive the guests.  Irrespective of the Hotel ranking or the hotel category, the hotel has a front office which is the most noticeable section in the Hotel business. In any hospitality establishment or business, the front office section comes with a feature of inspiring customer experience with the Hotel because, it serves as a link between the guest and the Hotel. Tewari,R.J(2009)
[bookmark: _Hlk23960275]The Front Office Operations would consist of the reception at the front desk, booking reservations, sales and marketing, housekeeping and concierge. It is the real place guests go as soon as they reach at the hotel and are very noticeable to the visitors or guests. Brooks,M.R. & Kasavana,L.M.(2005)  
 The staff at the Front Office handles the business dealings amongst the hotel and its visitors. They receive the visitors, manage their needs and request which will give the first impress of the host into the guest attentions and mind.  An experienced, good-mannered and qualified front office staffs will unquestionably play a part in making a customer’s stay in the hotel a welcoming experience, which will in turn reassure the guest to coming back to the hotel or the guest making a positive review of the hotel including making recommendations to friends and family. Tewari,R.J(2009)
While the hotel reputation depends  enormously on the front office employees, therefore, a staff that is not trained  suitably  for the job of front office  can do a countless harm to the hotel, the success  and revenue of the hotel will be reduced, and also could turn out to be unreceptive to the guest.
The most significant aspect in Front Office is the operation planning. The planning roles are for launching rooms rates, anticipating and forecasting the room readiness and budgeting. The yearly operations budget is a income and profit proposal that addresses returns sources and outflow items. Brooks,M.R. & Kasavana,L.M.(2005)  
Front Office Communications. For the reason that communications within the front office is very important, diverse systems are used to making sure all zones have precise information within the Hotel by way of intranet communication network, group review, Pass on Log, familiar break room deliberations and thoughts including sent information.

[image: ]
[bookmark: _Hlk23910797][image: ]   Front Desk Operations.   The key role of front desk is to process the checking of visitors into and out of the hotel. This involves dealing with individual Hotel reservations, upholding room preferences and obtaining process of payment.
[image: ]
https://www.google.co.uk/search?q=front+office+organizational+chart&tbm=isch&source=iu&ictx=1&fir=fRvlqyEEbpXWIM%253A%252CX2yr5p-z6wOBOM%252C_&vet=1&usg=AI4_-kQUx9FrJz4l_c_rZYmrPIJT4cnBOQ&sa=X&ved=2ahUKEwimvoyBp9blAhVwThUIHfSzA6cQ9QEwA3oECAMQLw#imgrc=fRvlqyEEbpXWIM:&vet=1[image: ]
Hotel Front Office Manager
A hotel Front Office Manager is the most senior tasked person responsible for making certain that the Front Office department function correctly, runs smoothly and efficiently because it is the first place where guests come into interaction with the hotel and staff. The responsibilities of the Front Office Manager differ depending on the Hotel star rating   or grade.  The FOM ensures that the front desk delivers a professional and welcoming services for the guests or visitors.  Preserves office services by forming office processes and actions including preparing payroll report, controlling communication or mails, assigning functions. https://setupmyhotel.com/job-description-for-hotels/front-office/80-front-office-manager.html .
It is the duty of the Hotel Front Office Manager to supports the training and retraining of the front office staffs. Prepares the daily payroll report,  the preparation and execution of front office policies and dealings, approves all room interchange and room rate variations ,manages all  guest complains and follows the issue up in order to diminish future complains ,projecting room readiness to guarantee that the ideal level of occupancy is attained .Oversees all front office employees and certifies appropriate completion of the duties of the Front Office staff.  Shows the way and organises what is goings-on at the front desk, guest services, rooms reservations and budget for the front office department. Baker,S. Bradley. & Huyton,J.(1998)
 Controls workload throughout shifts and assesses the job routine of each front office operative, brings up to date the group data. The FOM sustains, monitors, and formulates group requirements and collects info from the preceding duty manger and passes on pertinent facts to the oncoming manager. Checks cashiers in and out and confirms banks and payments at every close of shift. Monitor high stability of guest and take appropriate action and ensuring the execution of all hotel guidelines and house rulebooks, to reviewing Guest comment forms on a regular basis while upholding and Carrying out other responsibilities as demanded by the Hotel organization. Akazue, M. I. (2016)
      Night Auditor
The night auditor is the section of the front office department which is well-defined as the team that undertakes the part of reconciliating a hotel’s day-to-day activities and monetary transactions at the end of every shift probably at 01. 30am.The Night Auditor could also be called the night accountant/checker
Hostels also might hire their night auditors in variable roles, and they may also function or operate the PBX switchboard or duties of a front desk staff depending on the types and grade of the hotel, but based on this task, it is on a 5-star hotel.  The Night Auditor gathers a series of information, data and produce the summary and numerical data collected into the night audit report. Authenticate daily hotel dealings and transactions. In many cases, the night auditor could serve as the Manager on Duty in the absence of senior management staff.
[bookmark: _Hlk23929340]The night auditor task will vary in makeup and arrangement depending on the hotel. The night auditor’s main duty is to validate the posting of charges inside the guest book or ledger and to secure, record and making cash for banking. Brooks,M.R. & Kasavana,L.M.(2005)  
The report created by night auditor is also substantiated and documented to guarantee accuracy, also reviews and compiles data for the hotel's monetary records. Trails room revenue, the percentages or ratio of occupancy, and any other additional front office operating information. Prepares a summary of cash inflow, reflecting the hotel's monetary performance for the period. Posting room charges and room taxes to guest financial records as well as guest transactions which was not posted all through the day by the front office clerk and checking credit card activities. Akshay ,K. (2001)
The Night Auditor also   post charges to the guest financial records that have not been posted before or such charges were incurred during the night audit shift. Allocate charges and credits to master financial records.  Checks to making sure that charges are allocated to the proper departments.
[bookmark: _Hlk23945468]The Night Auditor also validate all the transactions done at the front counter are reinforced by written evidence including signatures as required and also to have been appropriately posted and allotted into PMS system. To Confirming all charges and room taxes /rates are accurate and to post those charges to guest financial records. Baker,S. Bradley. & Huyton,J.(1998)
The Night auditor runs end of day procedure in property management software (PMS) and know the principles of audit reviewing with balancing and final closing of accounts. 











Conclusion
[bookmark: _Hlk23914009]With the analytical view of the operations of Front Office, its importance cannot be overstated because it occurs to be the look of the hotel, the first and last point of connection of the visitor with the hotel. Therefore, the front office employee and the department plays the most vital role in making or flouting the impression of the Hotel on the guest and it is the principal operational section of the hotel.
The Night auditing is simply a regular accounting procedure undertaking to ensuring correctness of visitor and non-guest financial records , preparing of monies for banking  and making  reports which may re-count to occupancy, sales and  the break up by each  department .The night auditor will interconnect with the management through the information and figures.
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