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The hospitality management industry has been growing tremendously for the last few decades. Particularly, the students who are comfortable interacting with people from different cultural backgrounds are choosing this as their career goal (Prasad, K. and Dev, 2020). It requires several services like hotel activities for visitors’ accommodations, food supply, booking rooms, and managing appointments, which are all combined with the management business tasks according to the marketing and the size of hotels. As the assigned hotel is obviously big and operates business in several countries, the activities of hotel administration are really massive and significant. It includes many departments, such as reservation departments, food supply and beverage departments, guest accommodation departments, housekeeping departments, and others (Prasad, K. and Dev, 2020). Although there are managers for individual departments, the administrator is responsible for taking care of all the departments and managing all their records.
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Delta Hotels by Marriott Swansea is four-star hotel situated in the United Kingdom. The wonderful thing about the Marriott is the location and the views of the sea. There are 23 branches of the enterprise in the UK. It is the biggest hotel in the United Kingdom by the number of available rooms.
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As an intern, it was very exciting for me to join the hotel’s front office department. Firstly, the assistant manager of the department cordially accepted me. Gradually he takes me to the food and beverage department manager for introducing (Prasad, K. and Dev, 2020). He also helps me to acquire fundamental responsibilities and duties for hotel operations. According to Murphy, the front office department is concerned with several significant departments like human resource management, finance, sales and marketing, security, and maintenance of the hotel. Both of them enlightened me with the basic knowledge of the respective department. On the first day they gave me introductory knowledge about front office management, and I did not get engaged in any work (Murphy and Forrest, 2016). Overall, the first day was very positive and it helped me to be acquainted with the duties of the department. 
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This department is essential for business organizations. This department consists of some crucial departments like Finance, food preparation, Human Resource, maintenance and the security of hotel (Walsh and Taylor, 2017). I have learned that some objectives are needed to fulfill the criteria of the department.
To be an efficient front office administrator, I have to possess some distinguishing qualities. Such as-
· Developing skills in this area for better customer services.
· Since visitors usually tend to go to the front office for complaints, help, and information, it is crucial to manage the guests effectively (Murphy and Forrest, 2016). 
·  Front office administrator must maintain a bright outlook, proper etiquette and physical fitness. 
A front office administrator usually works at the desk of a business organization and the assigned person is responsible for welcoming customers, greetings, checking in and out visitors for appointments, replying to the questions, and scheduling for appointments (Walsh and Taylor, 2017). Like other hotel front office administrators, the administrator of the Delta Hotels usually handles paperwork, answering customers’ questions, informing the exclusive offers and benefits, and other office duties. 
It is very exciting that I have been learning all the objectives of the departments since the joining. 
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Front office management of hotel deals with most of the other departments such as security, maintenance, human resource, finance etc. So, the responsibilities are not easy to handle. All the employees of the Front office department must work hard to draw attention more customers (Siguaw and Enz, 2019). As an intern, I was appointed basically to do work in front office. The reputation of this department is very significant for attracting customers. Visitors usually tend to go to the front office for primary help, complaints and information, this department is significant to manage the guests effectively. As a front office placement, sometimes, I called electrician, or I had to work with finance department, and sales and marketing department collaboratively. Although the work was tiring but it was exciting to go through learning and teaching. Even I was responsible to teach new placement the fundamental duties of the front office management (Siguaw and Enz, 2019). 
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The management of the front desk is a key aspect of hotel administration. Because it handles the first and last contracts with visitors, this department is more accountable than the others for enhancing Delta Hotels' reputation. The learning from the book is a little different from practical experience (Siguaw and Enz, 2019). In the reading materials, I learned that the duty of a front office manager is limited to some extent. But practical experience in Delta Hotels is different. Here I have seen that work is much diversified. The front office placement has to maintain friendly relationship with co-workers, handle financial issues with clients, confirm check-in and check-out, introduce available products for guests, and assure data security for customers (Siguaw and Enz, 2019). As a placement, the practical knowledge of the department helped me to be more efficient and competitive in this field.  
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My drawbacks

I had no experience before joining the Delta Hotels’ front office department. As a result, I had made some mistakes. But the colleagues were friendly and supportive. They helped a lot when I made wrong (Siguaw and Enz, 2019). Besides, I was quite nervous to deal with the customers and to communicate with others. Because did not know how to run the front office management software, security checking, and CCTV footage checking. I also did not know how to start conversation with the guests and how to brief the hotel’s offers but gradually I had learnt all the activities with the help of my co-workers (Siguaw and Enz, 2019).  
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Usually, front office departments need employees who possess high level tech-skill, communication and time management skills with sufficient knowledge of transaction systems and policies (Walsh and Taylor, 2017). As a placement, I had faced several problems such as-
· I was nervous and shy to greet the clients. Sometimes, I forgot to welcome the guests. This created awkward situations. 
· Sometimes, there was absent collaborative mind among the group members.
· When the front office becomes crowded with guests then security system become vulnerable. 
· Even some staffs are appointed wrongly who are not capable of being front office manager (Lepak, D.P. and Snell, 2018).
So, It think Delta Hotels should give more learning scope for placements how to correctly greet and welcome the guests, how to run software properly for reservations and cancelation, check-in and check-out, encourage to work collaboratively, ensure salary timely, maintain security strictly, maintain privacy of recorded data about the financial transactions of the guests and the other issues efficiently. 
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Front office management is a very crucial part of hotel administration. This department is more responsible for image building of Delta Hotels than the other departments because this department manages the first and last contract of guests (Murphy and Forrest, 2016). Every day I was going through a new experience because as front office placement, I observed that the guests were comfortable in different ways. Such as some residents are comfortable with card payment while some other in cash payment. Some guests are talkative while some other are reserved (Lepak, D.P. and Snell, 2018). I have learned that personal data like e-mail id, cell phone number or NID number of the guests very sensitive and it should not be leaked. I was also responsible to bring the mechanic if any damage occurred in the hotel. Now I can implement this practical knowledge in my future career. 
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