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As tourism is increasing, the demand for hotels is also increasing. To keep a good position in the competitive hospitality industry, Delta Hotel needs to create a better first impression to the targeted customers. The hotel administration department performs the jobs effectively and provides guarantees to the customers that their hotel is best compared to others in this location. It is capable of taking orders for rooms, rent, and several other services, as well as reservations for guests. It establishes the room the customer requires, whether or not that room is now available, how much the room will cost, and which additional facilities are included in the accommodation. It is the responsibility of the guest operation department to provide the guest with the core services associated with checking in and checking out of the hotel. It is a fundamental understanding between the hotel and the guest for the duration of the guest's stay at the Delta Hotel and forms a fundamental agreement between the two parties. 
My experience in the placement led me to believe that the first day was of the utmost importance. The head of this department was the one who met me, and she was the one who introduced me to the other members of the team. Some of them were in charge of working at the front desk, others were responsible for offering guests with warm greets, while still others were engaged in providing information regarding the core policies and processes of the hotel. Everyone made me feel like I was part of the family. When I first arrived, the other members of the team gave me a rundown of Bart's talents, which are the absolute most important things to have when communicating with clients. After that, they gave us instructions on how to make the perfect reservation, as well as how to do the perfect check-in and check-out procedures. The essential premise of dealing with guests and how to appropriately greet them when they arrive at your home or establishment. In addition to that, they were kind enough to take the time to familiarize myself with the members of the financial department, who are primarily responsible for collecting payments from customers. In addition to that, it incorporates the day-to-day operations of the hotel administration department. 
Objectives
· Ensuring that all check-in and check-out procedures are carried out correctly 
· Taking the necessary steps to make reservations for the guests 
· Keeping accurate records of the customers that have visited the establishment 
· Negotiating monetary matters with the customers 
· The appropriate way to greet the guest 
· Offering support to visitors by providing them with accurate information regarding company policies
· Actively listening to the guests in order to learn about their individualised preferences. 

The component of hotel administration that handles operations also includes the front desk. When a guest arrives, they will communicate with the front desk attendant. Therefore, every member of staff here is required to use extraordinary caution whenever they are interacting with visitors. Because of my placement, I've picked up a lot of useful information about how to communicate with customers. First things first, I need to find out if the guest has booked any accommodations in advance or not. After that, I have to look at his identification card. These deeds ought to be done in the honourable manner befitting the situation. After that, I would inquire about the method of payment he preferred, after which I would accept either cash or a credit card. Next, you will need to pass over the key card in order to access the room. In addition to this, I need to know whether or not he will be provided with food service. It is imperative that I double-check the check-out and check-in times for the guest. It is expected that a discount will be offered if one is available. In addition to this, I am required to fill out a document for him regarding his fundamental identification, and key card verification is a necessity. It is also my responsibility to tell the guests about any policies regarding the return or refund of damaged furnishings.  
According to Kolb’s learning cycle, before joining there as a placement, I had no previous career or experience that was applicable to this field. As a direct consequence of this, I anticipate that my placement in that division will provide me with a significant number of obstacles to solve. At first, maintaining front office tasks was fairly challenging for me. Nevertheless, representatives of the front desk must maintain a rapid pace of work. The guest first could not believe that I worked at this location. There were times when the visitor was far too disrespectful to respond to even the most fundamental questions concerning their identity. In addition, they frequently failed to bring their identification card with them which made the situation unpredictable. They asked me on numerous occasions for a discount, but I was unable to grant their request. After working few days, I was able to deal with guests through understanding their needs.
As a placement at this department, I was given the opportunity to gain various new skills and I decided to pursue that career path in the future. The single most important thing I've picked up is how to check a guest in and out on the most fundamental level. Additional abilities include providing residents with data security, not disclosing private information, adhering to policies and procedures, providing visitors with a night-time toolbox, assuring service quality standards, offering key security and manual security in the financial system, and including meals at the cost of the stay. In addition to that, it is essential to always keep the welcome area looking clean and inviting in order to attract customers. The visitors need to be provided with all of the relevant information, and they need to be assured that they will be safe. While working there, the lost opportunity of mine is working a paid job which is helpful for me to be stable financially.
There are some issues that I confronted during my placement including some employees who would periodically take time off without completing the required processes which caused a significant amount of hassle for the other members of the team. This problem can easily be fixed if it is brought to the attention of the hotel's proper administration. The fact that the correct check-in and check-out procedures aren't always followed by the guests that I mostly faced during my placement. Once, I delayed in case of doing check-in procedures because the software was not working properly and the guest created chaos at the front desk.  Having knowledgeable management at the front desk will help to solve this issue and I took their information manually in this situation.
A reliable system for checking guests in and out is essential to preserving the hotel's position as an industry leader. This mechanism must be established. Any measures that are designed to protect the privacy and safety of any visitor data. It is possible that the personal information of a specific consumer, such as his phone number or email address, could become public knowledge. That kind of procedure has the potential to hurt the hotel's reputation. This is something that has to be confirmed. In addition, the other members of the team were a tremendous help to me in acquiring hands-on experience in the field of hotel administration, and I am grateful to them for that. While I was working there, I discovered that there is a problem with the management about performance. The management did not evaluate the employees based on their performance, and if I am ever in a position where I need to manage a similar situation in the future, I will do so by evaluating individuals equitably and fairly. 
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