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[bookmark: _Toc181047538]Introduction 
Placement opportunities are important for students to gain a real-world understanding of the working environment. This is a reflection on my experience with the placement in the administrative role in ibis Budget Newport. While working in both the front and back office of the hotel, I was able to gain knowledge about the working process and developed various skills. I will present the reflection about the experience through Gibbs' reflective journal. The six stages of the model will be used to critically present my experience and development in the administrative role of the hotel. 

[bookmark: _Toc181047539]Section 1: Reflection on Experience 
During my placement period at Ibis Budget Newport, I was assigned to the administration role in both the front and back offices of the company. The reflection on the experience can be described better with Gibbs' reflective model (Pieper et al., 2021). The next section will present the six stages of the reflective model to explain the outcome of the placement within the workplace.
Description: Within the role, I had to complete various responsibilities such as handling the check-ins and check-outs of guests. During the peak season, this was one of the most complex works which improved my management skills (ASET, 2017). Managing reservations for guests through phone calls, email and other social media improved my capabilities to work under pressure. In addition, I had to coordinate the inventory management activities along with communicating with supervisors to maintain daily schedules and meetings for smooth operation within the workplace.
Feelings: I was excited about this placement opportunity because of the learning opportunities and skills development. However, during the initial days, I was nervous about my tasks because of having little experience. Also, during the peak season, I faced more pressure which I was not familiar with. However, due to the cooperation within the workplace, I gained confidence slowly which improved my activities and task management in both front and back office.
Evaluation: The positive aspects of the placement within the workplace are the learning and development of various skills (Giousmpasoglou and Marinakou, 2021). Because of working in both the front and back office, I was able to gain more understanding of the working process in hotels. I was introduced to different technical facilities that are used in hotels for effective guest management. However, due to the dynamic working environment, I felt much pressure. Also, during the initial days, I felt nervous about maintaining guest issues. However, the support and coordination from supervisors improved my working experience which is key for every learner (Raras et al., 2024).
Analysis: The placement experience was important to improve my work-based learning. While working, I was able to improve my communication skills. In addition, time management skill was developed based on proper planning and assignment of tasks. I worked in a high-pressure environment which improved my capabilities and problem-solving skills. In addition, while working in the back office, I gained an understanding of inventory management and proper planning about hotel management which helped me in the development of data-driven decision-making ability.
Conclusion: The experience in both front and back office improved my skill set and helped me to improve my role at the administrative level. I felt more comfortable working in the back office because of the analytical and planning-based tasks. However, in the front office, I was able to develop my soft skills which would be helpful in the future. I realised the need to improve my adaptation skills while working (Šerić and Mikulić, 2020). I will focus on this issue if I get similar opportunity in the future.
Action Plan: I want to improve my acquired knowledge and skills. To improve my technical skills, I am planning to attend sessions about hotel management tools. I want to develop leadership skills which is key in both the front and back office. In addition, I want to become more effective in completing daily tasks. By working in a similar setting, I aim to improve my ability to work under pressure during peak seasons.
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During the placement period at Ibis Budget Newport, I worked in the front and back office within the administrative role which was one of the most challenging roles in hotel management (Köseoglu et al., 2020). While working in the hotel in the administrative role, I have experienced both positive and negative issues which were critical in the development of skills and knowledge. Placement opportunities are important for improving the skills and capabilities of learners (Bardi, 2010). Because of working in a real-world setting, one can gain a better idea about business operations. I was able to improve various skills and technical knowledge that are required to work in an administrative role. I was able to improve my communication skills because of working in the front office where I had to manage guest complaints and booking services. 
Because of active listening and sharing clear information, I was able to improve my communication skills. While working in the back office, I was able to improve my teamwork ability. Sharing ideas during planning, preparing schedules and proper inventory management improved my teamwork ability. In addition, while working in both offices, I was able to improve my ability to manage tasks properly such as managing booking requests, solving complaints, maintaining guests, etc. Because of working in both the front and back office, I was able to maintain a better development of both skills and technical knowledge. From inventory management to guest management, I was able to improve diverse capabilities which will help me to ensure a smooth transition from learning to working culture.
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During the peak season, I encountered a challenge which affected my experience at Ibis Budget Newport negatively. The problem was a communication problem between the housekeeping and the front office. Because of the peak season, the number of guest arrivals was higher and many rooms were not ready for booking (Fallon and Rutherford, 2010). Due to miscommunication between these two departments, the front office allocated rooms to guests that were not ready during the time of allocation. This created a problem within the hotel as guests were demanding rooms during the weekends. The lack of communication and coordination between these two departments created customer dissatisfaction (Vallen and Vallen, 2014). I had to manage guest complaints because of the mismanagement. 
During this event, I realised the importance of continuous communication in hotels (Akgunduz et al., 2022). However, the front management team developed a liaison team which fastened the cleaning process and made rooms available.  However, my suggestion to the hotel is to implement a communication tool for all employees within the hotel. Because of the development of software and digital applications, it will be effective for the hotel company to use communication tools to ensure the proper exchange of information within departments (Giacomel and Raveleau, 2020). It will greatly help to avoid this kind of problem during the peak seasons.



[bookmark: _Toc181047542]Conclusion and Action Plan
Placement opportunities are important for improving work-based skills and knowledge. It gives an understanding of working in a real-world setting. Because of the placement opportunity in the administrative role in both the front and back office of the hotel, I was able to enhance my skills and technical knowledge. The development through the placement improved the capabilities to cope with the working environment in hotels. With the learning, I will be able to make a smooth transition in the working environment. With the learning of the administrative role, I have found my strengths that I will try to improve more. In addition, I will try to improve my technical knowledge because of the development of more digital tools that are used in hotel management businesses. With the improved knowledge and skills about the administrative role with a routine approach of developing technical knowledge, I will be able to perform well in the administrative role in hotel companies.
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