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Premier Inn Luton Airport is a modern and well-appointed hotel situated near Luton Airport, offering comfortable accommodation and convenient access to the airport for travelers. On my first day in the hotel administration department at The Premier Inn Luton Airport, I received a warm welcome from the manager and the team. They provided an overview of the department's responsibilities and took me on a tour of the administrative offices. Throughout the day, I observed and participated in various tasks. I learned how to handle guest inquiries and complaints, assist with reservations, and update guest information. I also gained exposure to financial management processes, such as reconciling invoices and managing expense reports. Additionally, I assisted in organizing meetings by scheduling appointments, compiling agendas, and taking minutes. The hands-on experience and guidance from the team made the day informative and engaging. I was excited to continue learning and contributing to the hotel's administrative operations throughout my internship (Anderson, C.K., Kimes, S. and Carroll, B., 2009).

The objective of my placement in the Premier Inn Luton Airport was to gain practical experience and develop a comprehensive understanding of the hotel administration department. Specifically, my placement aimed to provide me with insights into the daily operations of a 5-star hotel's administrative functions and the opportunity to apply theoretical knowledge in a real-world setting. I was expected to learn and contribute to various tasks, including guest services, reservations, financial management, and meeting organization. The placement also aimed to enhance my interpersonal and communication skills by allowing me to interact with guests, colleagues, and other departments within the hotel. Additionally, I was expected to gain an understanding of the importance of efficiency, attention to detail, and professionalism in the hospitality industry. Overall, the objective of my placement was to provide a well-rounded learning experience that would prepare me for a successful career in hotel administration and hospitality management (Breakey, N.M., Robinson, R.N. and Brenner, M.L., 2014).

During my placement in the administrative department of the Premier Inn Luton Airport, I had the opportunity to learn and develop various tasks that aligned with my objectives. The experience was rich and diverse, encompassing both fundamental administrative responsibilities and specialized tasks essential for maintaining the hotel's reputation as a top-tier establishment (Cho, M., 2006). One of the key areas of learning was utilizing a skill matrix to assess and evaluate the competencies of the administrative team. This tool allowed us to identify individual strengths and areas for improvement, facilitating targeted training and efficient resource allocation. In terms of basic administrative tasks, I gained valuable experience in handling guest inquiries and complaints. This involved employing effective communication and problem-solving skills to address their concerns promptly and ensure their satisfaction. Financial management processes were another crucial aspect of my learning journey. I had the opportunity to familiarize myself with reconciling invoices, carefully reviewing financial documents, and managing expense reports (Deroos, J.A., 2012). This exposure helped me develop a keen eye for detail and a solid understanding of financial control within a hotel setting. Furthermore, I actively participated in organizing meetings, ensuring they ran smoothly and efficiently. This involved scheduling appointments, preparing comprehensive agendas, and taking accurate minutes. By honing my organizational and communication skills, I was able to contribute effectively to the successful execution of these meetings. In addition to these core tasks, I also had the chance to delve into specialized responsibilities that are integral to maintaining the high standards of a top hotel (Downey, J.F. and De Veau, L.T., 2018). These included upholding data protection and confidentiality, managing hotel correspondence, maintaining meticulous records, and providing crucial support to the overall functioning of the administrative department. The placement in the Premier Inn Luton Airport's administrative department provided me with an extensive range of skills and knowledge essential for a thriving career in hotel administration. I developed a well-rounded understanding of both fundamental and specialized tasks, equipping me with the capabilities to excel in the dynamic and fast-paced hospitality industry (Enz, C.A. ed., 2010).

During my placement in the administrative department of the Premier Inn Luton Airport, I applied various topics that I had covered in the classroom. These topics were essential in understanding and implementing tasks related to hotel management. Hospitality management principles, including guest satisfaction and operational efficiency, guided my approach in handling guest inquiries, managing reservations, and ensuring a high level of customer service. Financial management principles enabled me to reconcile invoices, manage expenses, and contribute to financial control within the hotel. The knowledge of organizational behavior and effective communication skills helped me successfully organize meetings, ensuring well-prepared agendas, efficient scheduling, and accurate minute-taking (Jayawardena, C.C, el at, 2013). Additionally, topics on data protection, record-keeping, and hotel correspondence provided a foundation for maintaining data privacy, organizing records, and handling professional communications. I drew upon the knowledge gained from textbooks on hotel operations and administration to navigate tasks related to these areas. By integrating classroom knowledge into practical experiences, I effectively contributed to the administrative operations of the hotel. Overall, the application of these classroom topics in the placement allowed me to bridge the gap between theory and practice, ensuring that I had a solid understanding of hotel management principles and their real-world implications (Moreo, P.J., 2013).

Due to the nature of my internship in the administrative department of the Premier Inn Luton Airport, there were a few areas that I did not have the opportunity to explore. These included revenue management, human resources management, strategic planning, and marketing initiatives. While I gained valuable insights into the administrative functions of the hotel, these specialized areas were not within the scope of my internship. However, the experiences I did gain have provided a solid foundation for future learning and growth in the hospitality industry (O'Driscoll, F., 2012).

During my internship at the Premier Inn Luton Airport, I had the privilege of learning and undertaking new tasks on a daily basis. These experiences greatly contributed to my professional growth and understanding of hotel administration. One of the key tasks I learned was managing guest check-ins and check-outs efficiently. This involved handling reservations, verifying guest information, and ensuring a smooth process from arrival to departure. I also learned to address guest inquiries and concerns promptly, providing exceptional customer service and maintaining a positive guest experience. Another important aspect was handling administrative duties, such as organizing and maintaining hotel records and documents. I became proficient in managing correspondence, maintaining filing systems, and handling sensitive information with confidentiality and discretion. Furthermore, I had the opportunity to learn about revenue management by assisting in financial processes, such as reconciling invoices and managing expense reports. This gave me insights into financial control within a hotel setting and the importance of accurate record-keeping. Overall, my daily tasks during the internship exposed me to a diverse range of responsibilities in hotel administration. From guest service to administrative duties and financial processes, each task contributed to my professional development and provided practical insights into the operational aspects of a hotel (Qu, H., el at,2021).

During my placement in the administrative department of the Premier Inn Luton Airport, I encountered several management challenges, but they were effectively addressed and resolved through collaborative efforts and proactive problem-solving approaches. One common issue was maintaining effective communication within the department. With multiple team members and various tasks at hand, miscommunication or gaps in information sometimes occurred. To overcome this, regular team meetings were conducted to ensure clear communication channels, provide updates, and address any concerns. Another challenge was managing time and workload efficiently. The administrative department dealt with numerous responsibilities, including handling guest inquiries, organizing meetings, and managing paperwork (Siguaw, J.A. and Enz, C.A.,2018). To address this, prioritization techniques were employed, ensuring that urgent tasks were given precedence.  Data management and record-keeping also presented challenges. Accurate and organized record-keeping is crucial for efficient administrative operations. To tackle this, digital systems and software were utilized to maintain comprehensive and accessible records. Regular audits and quality checks were performed to ensure data accuracy and integrity. Furthermore, maintaining confidentiality and data protection proved to be a significant concern. To address this, strict protocols were implemented, including password protection, restricted access to sensitive information, and compliance with data protection regulations. Overall, the administrative department successfully addressed management challenges through open communication, effective time management, streamlined data management systems, and adherence to confidentiality and data protection protocols (Sturman, M.C., Corgel, J.B. and Verma, R. eds., 2011).
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