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Within Premier Inn Hartlepool Marina there is a management structure, there are housekeeping, maintenance and front of house teams who all respond to the hotel manager however the manager has her own area manager who manages four sites within the area therefore the area manager delegates to the manager who delegates, where possible, to employees. Reception staff have more of a supervisory role when it comes to administration, while any financial information is handled by head office, all of the relevant data is submitted to head office by reception staff or management on the computer systems such as co-pilot and Ostara. The learning objectives for while i was on placement here were:
· Learn about the role of management within administration. 
· Learn how employees work with management to complete required administration.
· Learn the online systems on how to work in line with administration.

In creating this reflective learning log I will be using KOLB’s Learning Cycle 1984. David Kolb (1976) developed a theory of learning in which he argued that learning from experience necessarily involves four stages; Generalisation, Action, Concrete Experience and Reflection. These stages allow us to reflect on our learning before continuing the cycle and continuing to learn and reflect. (Open University, 2025).

Hotel Tech Report (2024) defines Hotel management as management of all aspects of a hotel's operations, including financial performance, guest services, house keeping, food and beverage services, maintenance, and human resources. Indeed (2025) specifies the job role to include overseeing the smooth running of the day-to-day operations in a hotel and also managing ongoing profitability. I found that within the Premier Inn many of these hotel management roles are carried out by superiors based externally, there are aspects which management within the hotels must complete however overall financial performance and human resources especially are managed externally. 

During placement at Premier Inn Hartlepool Marina I gained vital knowledge on supervisory roles within the hotel industry. Being able to shadow management gave me the skills required to reach the next step of my learning journey in finding out how to run and operate a hotel. With Premier Inn being a very large chain of hotels there is a very long chain of command where each hotel has its own manager who oversees the day to day running however they report back to an area manager who controls the full area of four hotels. I have been shadowing the hotel manager as well as reception staff and room checkers to gain an experience on the hands-on running of a hotel with 98 rooms, predominantly business occupied. I learnt how to deal with guests as well as complaints and dealing with Front office roles including cash office, as well as human resources. A vast majority of administrative roles are completed by the manager as well as staff, numerous staff have a level of control by being an ‘Appointed Person’ this means that when a manager is not on site the receptionist on duty becomes a person with significant control where they are in charge of managing hotel administration in any cases of dealing with cashing up, on handover where at the end/start of a shift each employee must sign to agree to the amount of cash and valuables in the safe and float to ensure there are no discrepancies. 

During Level 4 placement I was solely focusing on learning the role of staff within the hotel however this year (Level 6) I am gaining a more comprehensive view on management and due to already understanding the roles of employees this allows me to excel my learning as management this term through the shadowing of management and being hands on in my learning with doing the jobs as opposed to knowing how to. The work based skills I achieved include the role of management with working alongside staff to ensure that everything matches in order to keep records up to date, especially with cash and safety procedures, this ensures that the hotel is covered if there were to be any issues arise. 

While on placement there was an issue with administration where on a handover there was a discrepancy with the cash where £95 was missing on the takings which were unable to be accounted for, after investigation from management this was found to be a staff error through the system where a refund of £95 had been given in cash but not marked as refunded in cash on the system therefore when cashing-up at the end of the day the EOD (End of Day) report was showing £95 more cash than was in the till. This is a simple mistake to make when busy however this shows why management checks are essential to ensure that any discrepancies are accounted for as soon as possible. In a solution to this I would suggest that any refunds are to be approved by an appointed person with 2 people present where cash refunds are involved, this ensures that all refunds are completed thoroughly and correct procedure is followed, although refunds should be uncommon they are still to be prepared for to prevent admin issues arising like this one. Furthering from this, it's essential that when management is not present there is a member of staff acting as management whether that be a shift supervisor or as Premier Inn have an ‘appointed person’ who will take control and responsibility ensuring that any discrepancies are accounted for and prevented in the first place. Due to the organisational structure of Premier Inn which is a tall structure with many chains of command where the majority of management have a superior above them. Whitbread (2020) expressed concerns about an ‘uncertain political and economic climate results which may cause a decline in GDP, consumer and business spending, a fall in RevPAR and inflation pressure impacting growth plans. This risk has been elevated due to uncertainty around the implementation of trading arrangements agreed with the European Union following Brexit and the potential impact these may have on the UK economy.’ This has shown the need for management intervention to ensure that each site within the brand is achieving its targets and maximising REVPAR (revenue per available room) meaning each site must maximise capacity to ensure the rate is of maximum profitability. This falls down to hotel administration where trends must be assessed and if the hotel is fully booked every week Monday-Friday then there is potential to increase rates slightly as demand is high meaning rooms are likely to sell despite price whereas if a Sunday evening is less than half capacity, which was demonstrated within my placement hotel, then there is a need of intervention whether that be reduce housekeeping and reception staff on Sunday/Monday morning to meet demand or increase bookings through various methods whether that be lowering prices or offering guests package deals with F&B included to increase bookings as opposed to local B&B’s for example. 

As a result of my research and findings I have created an action plan. Due to the major necessity of hotel administration to run a hotel smoothly it is essential that each employee has their own role in administration in order to effectively run the back of house operations including financial and HR. I plan to use the remaining weeks of my hotel placement to further my learning on hotel administration. Specifically, I'd like to find out more information on financial management and employee management involving payroll and rotas for example.

In conclusion, hotel administration, specifically with front office/reception roles in order to ensure the smooth running of the hotel as well as ensuring laws and regulations and safety procedures are followed to a tee. Front of house play a major role in the administration of a hotel, as the hotel operates 24 hours a day, 365 days a year the manager can not deal with all administration alone therefore has to delegate responsibility to appointed personnel. In the future this will help me to understand the ins and outs of administration and how to work alongside the team to ensure all admin tasks are up to date. 
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