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Hotel Administration Management Learning Log

For this Learning log I used Gibbs' Reflective Cycle (The university of Edinburgh, 2024) because is a structured method guiding to reflect systematically on experiences through its stages: description, feelings, evaluation, analysis, conclusion, and action plan. While I am integrating it into my learning log helped me to analyse the experiences, gain self-awareness, and continuously improve by transforming reflections into actionable insights, promoting personal growth and skill development these observations are mentioned by McLeod (2024) as well. 
During my placement as a Duty Manager at Premier Inn Beverley Town Centre, I was responsible for various administrative and operational tasks crucial to hotel management. My role included overseeing reservations, coordinating with the housekeeping and food and beverage departments, ensuring customer service standards were upheld, and complying with safety regulations. A key aspect of my role was the management of digital tools such as Opera, Gynie, and Mycros, which are essential for efficient hotel administration. These software systems streamline reservations, check-ins, and communication between departments, significantly reducing inefficiencies that would otherwise occur with manual record-keeping.

My daily tasks included checking guest reservations and special requests, ensuring room allocations were accurate, preparing Premier Inn WOW’s gifts for special occasions, and overseeing financial transactions in compliance with Whitbread finance policies. I also monitored guest reviews, addressed complaints, and ensured adherence to safety protocols, particularly concerning vulnerable guests such as needing help while evacuating in case of a fire alarm. Additionally, I ensured reception is stocked up for check in with essential amenities like towels, irons, and toiletries, ensuring the reception area was well-equipped for guest needs is crucial in this hotel as for couple of hours during lunch there is only one staff in the hotel and Reception are cannot be left unattended therefore handing out a towel or a iron is quite common practice. As well as the charity shop Gosh for wich Whitbread have a fundraising initiative is fully stocket for guest to buy and donate (GOSH, 2021). 

2. Feelings
Initially, I felt a mix of excitement and apprehension about handling both my professional shift hours and my placement hours. However, as I progressed with my placement, we managed to find ways for me to complete them with not to much struggle, I grew increasingly confident and relaxed in my role. I found great satisfaction in being able to contribute to smooth hotel operations and enhance guest experiences especially since the hotel is short on staff my presence and my knowledge of the business was a breath of fresh air for my colleagues especially covering kitchen shifts. The ability to effectively manage hotel administration while ensuring excellent customer service gave me a strong sense of accomplishment.

My role as Duty Manager provided me with a deep appreciation for teamwork and efficient communication. I was particularly grateful for the structured training and support provided by Premier Inn, which enabled me to develop my skills and perform my duties with confidence when it comes to advance training. The rewarding aspect of my role was knowing that my contributions had a direct impact on guest satisfaction and overall hotel performance.

3. Evaluation
My placement experience had several positive aspects. I developed strong organizational and problem-solving skills, particularly in managing guest expectations, coordinating with different departments, and handling unexpected challenges (Cheng, et all, 2019). The use of Property Management System software such as Opera and Gynie significantly improved my ability to perform administrative tasks efficiently, reducing the risk of errors and enhancing overall service quality.
One of the most rewarding aspects of my experience was implementing personal touches, such as WOW gifts, to elevate guest experiences. Additionally, my ability to manage financial policies, oversee room allocations, and ensure the smooth running of food and beverage operations enhanced my professional competence.

However, challenges arose during peak service times, particularly when system failures occurred. On such occasions, I had to manually track and allocate resources key cutting and meal allowances, which tested my adaptability and quick-thinking skills. Another challenge was dealing with guest complaints, especially when issues could not be resolved immediately. Nonetheless, these experiences strengthened my ability to remain composed under pressure and find effective solutions.

4. Analysis
Hotel administration is a critical aspect of hospitality management, ensuring high occupancy rates, guest satisfaction, and operational efficiency (Narendratama, 2025). The integration of digital tools like Opera and Gynie significantly enhances efficiency by automating tasks, reducing human errors, and improving interdepartmental communication.

A well-structured property management system centralises key functions, including reservations, check-ins, billing, and housekeeping (Kendra, 2023). This not only streamlines operations but also enables better decision-making through real-time data analysis according to (Bouchareb. N, 2023). Effective review management is another crucial aspect of hotel administration (Walker, 2021). By promptly addressing guest feedback on platforms like Spotlight, TripAdvisor and Google, Premier Inn fosters trust and loyalty among its guests.

My experience highlighted the importance of teamwork, attention to detail, and proactive problem-solving in ensuring smooth hotel operations. The ability to manage administrative and operational tasks efficiently, while also providing excellent customer service (Ali et all, 2021), is vital in maintaining a hotel’s reputation and overall success (Das, 2023).

5. Conclusion
Overall, my placement at Premier Inn Beverley Town Centre provided me with invaluable insights into hotel administration and hospitality management. I developed key skills in multitasking and juggling within job roles. The challenges I faced, such as handling peak-time pressures and managing guest complaints, ultimately strengthened my professional capabilities as my presence on site was increased to additional two days, I faced more issues than previously.

Given another opportunity, I would focus on refining my ability to handle high-demand periods more efficiently in F&B administration and further improving guest interactions (Boussard, 2021). I would also seek to deepen my understanding of financial policies and revenue management, as these are crucial aspects of hotel administration (Mueller, Sensini, 2021).

6. Action Plan
To build on my experiences and lessons learned, I have devised the following action plan.
Enhance Knowledge of Property Management Systems: I will undertake additional training in Opera, Gynie, and Mycros to maximize their potential in improving operational efficiency.
Improve Time Management Skills: I plan to adopt better time management strategies, such as prioritization techniques, to handle peak periods more effectively.

Strengthen Financial Acumen: I will seek further training in financial policies and revenue management to enhance my ability to oversee hotel finances efficiently.
Develop Competence in Guest Review Management: Given the importance of online reputation, I will focus on improving my skills in monitoring and responding to guest feedback.
Refine Customer Service Strategies: I will continue developing my ability to handle guest complaints professionally and enhance guest satisfaction through personalized experiences
By implementing this action plan, I aim to further develop my capabilities in hotel administration and hospitality management, ensuring continued success in my career within the hospitality industry.
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