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The front office department in a hotel is responsible for various functions such as reservations, check-in and out, financial transactions, customer inquiries, and guest service arrangement. The front office department at Coldra Court Hotel is the primary contact point for guests, handling reservations, check-in, and addressing any issues or queries. They also assign rooms and keep room status updated. 
The front office handles payments for accommodation and services, as well as foreign exchange transactions for international guests. It also creates and maintains records containing guest information, which is crucial for tracking market trends and tailoring hotel marketing to future and existing guests. The department is responsible for handling payments, managing foreign exchange transactions, and maintaining records to ensure a seamless guest experience.
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The front office department in hotels is responsible for handling various guest requests, such as additional linen, toiletries, and system operation. The front desk may also address issues with rooms, such as malfunctioning or soiled items. The front desk, including the author, may handle some of these requests themselves. However, they often need to interact with other departments, such as housekeeping or maintenance, to ensure smooth operations. Understanding the main responsibilities of employees is crucial for understanding the department's functioning. In Coldra Court Hotel, the front desk was responsible for addressing guest requests and ensuring a smooth guest experience.
The front office employee at Coldra Court Hotel is responsible for planning the guest experience, ensuring the hotel is presented in its best light. They handle guest check-in and out, room payments, and payments for services and food. They also recommend local attractions, help guests plan trips and activities, and make guests aware of the hotel's services and on-site activities. Their continuous contact with guests throughout the working day is crucial for smooth operations (Hussain, 2012).
Coldra Court Hotel's front office employees perform secretarial and clerical duties, including spreadsheet preparation, letter drafting, and presentation preparation. They may also manage senior team members' travel arrangements and calendars. Front desk personnel also handle document photocopying, filing, correspondence, and ordering supplies. In smaller hotels, they may handle smaller accounting tasks related to finances and expenses. Overall, front office staff contribute to the smooth functioning of the hotel (Heyes, 2012).
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The staff at Coldra Court Hotel were helpful, caring, and willing to share their knowledge. As a reliable Guest Relations Officer, it was beneficial to learn about all hotel facilities and make guests' stays memorable. This experience enriched the trainee with valuable knowledge and made it feel good to recommend Coldra Court Hotel's facilities to guests.
In university, I have learned basic escort and room facility explanation skills. However, at Coldra Court Hotel, I had to adapt to diverse guests, observing their conditions and adjusting explanations accordingly. Adapting to the guest's position, I had to deliver necessary or interesting information, putting myself in their position (Bardi, 2010).
The author enjoys their job in guest relations at Coldra Court Hotel, where they help guests and staff with various needs. The high occupancy rate makes it super-busy, but they also learned to work smart and practice teamwork from the Guest Relations team, who performed well. This job provides a meaningful life for me. 
During my internship at a hotel, I learned basic French to greet and make guests feel welcome. Despite language barriers, we used body language to communicate and made weird gestures that helped us understand each other. It was a fun experience to remember the interactions and the understanding we gained.
While working within the Front Office Department at Coldra Court Hotel, I have noticed some disagreements between the staff. The small issues came from the fact that they were tired of helping their guests with the accommodation, and they did not took this into like an issue. This made some guests feel bad welcomed and they even had some complains. From my perspective, a front office officer must be always smiling and greeting the guests, as they are the first in line to meet them. 
I have withdrawn a conclusion, that the staff were behaving like this due to a low motivation. This can be changed if the manager would stay a day around them and check on them and their attitude and motivation. Unfortunately, I have not seen this to happen. The manager would only come and ask different things, but nothing else.
Acknowledging front desk staff's hard work and achievements, whether it's positive guest feedback, successful problem-solving, or personal milestones, is a simple yet effective way to motivate them, ensuring they are celebrated and appreciated. Because of this, the manager of Coldra Court hotel should take some actions to motivate their front office officers, such as:
· Implement an employee of the month based on the good reviews from the customers (the customers will have to fill in an application form that will be present in their room for the whole period of staying there)
· Implement a reward and recognition system.
· Have weekly 1 to 1 with each employee.
· Encourage them to offer their feedback.
· Encourage them to ask for feedback.
· Let the employees know when they are doing the good things.
All the duties that I have been able to perform within the hotel’s front office desk, helped me see this job with different eyes, as is not an easy job. For me, my communication skills have been improved, I have also improved my patience skill, as I had to have patience with all the guests (Wilde, 2011). At the same time, I have also gained more self-confidence that I am capable of doing other roles than the ones that I have been performing so far.
I am expressing my gratitude for their internship at Coldra Court Hotel, highlighting the significant growth they experienced in confidence, teamwork, and communication skills. I also acknowledge the extensive experience and gratitude for the University's support in my journey, stating they I am eagerly anticipating future courses and development opportunities. 
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I have improved my communication skills and my time management skills. Also, customer service skills is something new that I have acquired, as I had to communicate with the guests and make sure that I offer them top notch services.
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Here I have also grew my computer skills, as I had to enter information into hotel’s database. I have now the ability to delegate tasks and to pay attention to details. I have also learned to prioritise my tasks, as I had multiple tasks, I had to take a decision upon their prioritisation. 
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I have seen that the front desk colleagues were being low motivated with a low self esteem, I proposed to the manager to come and check them more often, or even stay more than couple of minutes amongst them to observe their behaviour. 
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My communication skills have been improved considerably, as now I can say that I can effectively communicate with any person. 
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I have used my personal knowledge upon scheduling my tasks, and shared this with my colleagues as well, as they did not had anything to follow their tasks, and they often mistake their tasks with other colleagues. 
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