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[bookmark: _Toc129782103]Introduction
Hotel administration is a study of hospitality that mainly focuses on the field of guest experiences. This study is mainly based on the identification of the required ability and skill for the position of receptionist, concierge, finance, switchboard in the front office in hotel administration. It also covers different positions in the hotels administration and figures out all issues that are related to this specific area of hotel administration.  
[bookmark: _Toc129782104]Discussion on key skills required to work on the hotels font desk 
[bookmark: _Toc129782067][bookmark: _Toc129782105]As this is a personal reflective account so Gibbs Reflective Model will be utilized to state the understanding about current work positions and their outcomes.
[image: Gibbs' Reflective Learning Cycle – HELEN MARTIN BLOG]
Figure: Gibbs Reflective Model
Source: https://helendenheld.com/tag/gibbs-reflective-learning-cycle/

[bookmark: _Toc129782068][bookmark: _Toc129782106]Description 
Hotel administration has different positions that involve office administration, human resources, maintenance, housekeeping, front office, marketing, security, and budget allocators. We can state that within Premier Inn the appropriate positions and role of the receptionists, concierge, finance, and switchboard are effectively managed to handle different activities. They are responsible for room selection, gesturing process, handling finances, taking care of guests to manage their bookings and other stuffs.  Receptionists check the roles and responsibilities of each member working to provide service to the customers, especially the customers (Zarezadeh et al. 2022). The switchboard operators handle all the calls and reply politely to create an appropriate relationship with the customers and they also handle various administrative tasks. In my opinion the appropriate and focused support from this switchboard people helps in building interwork coordination which can be effectively directed through this aspect. Within Premier Inn the administration maintains employee hiring, and training process and manage employee motivation and compensation. 
[bookmark: _Toc129782069][bookmark: _Toc129782107]Feelings 
While dealing with these different positions and their work responsibilities I have come to know that different organizations majorly focuses on the customers’ satisfaction by enhancing job satisfaction of the employees. This section covers the role of the receptionist, concierge, finance, switchboard under the aspects of hotel administration. A hotel front office or receptionist handles all components of the front desk such as greeting guests, resolving conflicts for guests, delegating proper services for guests, assigning rooms as per requirements and availability, overseeing tasks of room service providers, and collecting payments. Instead of these responsibilities, front office members like switchboard members also deal with transporting services to inform guests about nearby interest areas (Filimonau et al. 2020). The finance people takes care of all the budget plans along with the transaction details and I think that they help in building strong direction towards the future growth and development. 
[bookmark: _Toc129782070][bookmark: _Toc129782108]Evaluation 
The responsibilities for the different positions in hotel are kind of welcoming the work and this area of hotel need to pay attention to many skills (Ivanov et al. 2020). For me, the focus majorly needs to be applied on skill development as they are a significant part of the growth. I think that receptionists and switchboards along with concierge must have good communication skill, pay attention towards their physical attitude toward customers, having good knowledge of accounts and finances so that they can handle all activities related to money exchange. While doing the same they need to consider having proper attitude of themselves so that it can be effectively handled. With this view the cultural and religious respect is an important skill that must have for the above mentioned positions (Mengual Torres et al. 2022). They try to understand the background culture of the guest and try to provide them with facilities according to their need. While doing this analysis, I have also gained knowledge about their behavioural conduct management otherwise it can go wrong and the company can face several challenges to handle the guests. Like in Premier Inn they believe in serving clear and effective communication for the used services to the customers and during any inconvenience they tend to provide pre-notice to the customers as well. 
Analysis 
It is the responsibility of the employees especially for the selected positions to maintain effective engagement of staff members in the organisation. However, colleagues' unavailability can damage organisational culture which can raise problems regarding maintaining organisational culture (Mengual et al. 2022). I think that difficulties in handling meetings by following a syncing calendar show a lack of management style for the positions and it can be followed that supportive action directions needs to be followed well. Within the Premier Inn the appropriate work planning for the several positions require to form which helpfully consider building supportive assistance that supports necessary future work directions. 
Conclusion 
Through this explained point, hotels always maintain healthy business, get customers good feedback. Organisation planning and strategy keep customers' positive' attitudes towards the hotel and they want to come to take the hotel service again.
Action plan 
From the above discussion it can be stated that if the discussed point is kept in mind in the various roles hotel management can achieve good growth, popularity, unique identity and get a new height of success. The Hotel companies need to take care of effective training process to provide best support to the employees positioned in different departments. Discussed skill can help in achieving great position of the hotel and be a sensational market in the hotel industry. 
[bookmark: _Toc129782071][bookmark: _Toc129782109]Conclusion
Paying attention to these skills helps hotels to expand their business in other places. Providing good services to the customers, managing different roles and responsibilities can create structured assistance which can prove to be highly beneficial for the for the employees as well as for the companies. 
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