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Overview of the Reception of the Hotel Administration Department 
A hotel management front office department is important as it serves as it is the first point of contact for visitors, handling their inquiries and providing proper information. As a result of this, there are various departments where companies manage all business operations. Moreover, it’s responsibilities to ensure a positive and smooth guest experience by properly managing the reservation process and more. This helps the organisation in determining its performance in the present scenario and modifying its plans related to the business. There are various greater operations efficiency can be gained with these activities, and it can also give the firm a better competitive advantage in the present market (García-Madurga and Grilló-Méndez, 2023).
The learning objectives that are required to be gained within the placement  
1. To understand how to properly manage the accounts properly by increasing the accounting skills within 4 weeks.
2. To uplift the communication abilities by appropriate interaction of the work-related document within 6 weeks. 
3. To enhance the technological ability by attending improvement programs and practising properly within 9 weeks.      
[bookmark: _bocoyxg9nsxf][bookmark: _Toc198914298]Reflecting on the overall experience and personal development
I am feeling very pleased to have had a great experience during my placement at the Ibis Hotel Gatwick, that is located in London. There, I have determined the essential responsibilities of a receptionist in the hotel administration branch. I have acquired valuable information and knowledge across the numerous types of technologies that help me to make a proper budget and an appropriate analysis of the businesses. On the other hand, this has helped me to track the organisation's progression and evaluate the performance of the hotel. I have utilised some techniques to develop records and prepare profit-loss related documents. Further, I encountered various challenges in the beginning stages as I do not have a lack of knowledge in effective communication and technical skills. This has limited my development opportunities to efficiently solve guest inquiries, for which I have gone through different issues.      
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Maintaining the accounts properly
Work-based knowledge and capabilities support in managing the accounts of the businesses appropriately. On the other hand, it also pushes individuals to make reports related to the revenue and sales, that helps in determining the performance of the firms. This provides various opportunities to the people and assists in achieving better job opportunities in a well-known organisation (Smith, 2024).    
Implementation of proper analysis and development of insight
Technical knowledge supports people in evaluating the present trends and preferences of the shoppers efficiently. Moreover, it helps in addressing the performance of the organisation by solving the internal issues. This assists the administrative department of the firm to understand its market position and track the essential steps to gain competitive advantages in the marketplace. With the improvement of such capabilities, an individual can reach great positions in professional development. This also opens a wide range of opportunities that can be gained with those skills (Ariono et al.2022).     
Developing appropriate communication for business success 
This is one of the most important aspects for organisational development and brand reputation, and it requires a multifaceted approach, encompassing active listening, understanding their potential audience, and clear messaging. Moreover, it is not only sharing information but also building relationships, assuring every employee understands the message and fostering trust. Effective communication is essential to boost worker morale, productivity, and engagement, and it is the core component for cooperation and collaboration (Rachmad, 2025).     
[bookmark: _856t8kbsobnl][bookmark: _Toc198914300]Reflecting the administrative challenges by incorporating the Gibbs’ Reflective Cycle
Description
My job role at Ibis Hotel Gatwick is as a receptionist, where I have to manage their billing and account-related work. Throughout this, I developed various techniques at the front desk, including how to manage discounts and provide better service to the guests. I have suffered from certain challenges due to a shortage of knowledge in technical skills. This has showcased a lot of challenges for which my seniors are very angry due to my mistake (Wesely, 2021). As a result of this, it reduced my entire reputation among other co-workers. Due to a lack of communication skills, I have taken more time to collect knowledge about some proceedings.       
Feelings
My understanding of the Ibis Hotel Gatwick is outstanding, and I have gained more knowledge regarding my work. I have collected new skills which help me to improve my professional skills, and my co-worker gives me proper feedback to improve my skills. Also, they help me to understand my work roles and responsibilities, which is a big support from them.  I give my best to the organisation and visitors, and I encountered different challenges due to a lack of communication and technological skills. But in this situation, I have not given up, I will try harder to improve my skills gaps through various ways.   
Evaluation
The hotel placement has supported me a lot in determining the skills that I will require to enhance to get better job opportunities in my professional field.  However, it has given me the learning to utilise various types of tools and technologies associated with this sector. My co-workers have helped me in figuring out the process that needs to be followed for maintaining better accuracy in the job (Bailey, 2022).   
Analysis
The work that I have done during my assignment has supported me in gathering the essential information that I require to develop. Throughout my placement project, a shortage of communication has limited my further opportunities to learn things quickly. On the other hand, I have suffered a lot, as I have failed to make the appropriate or informed decision for organisational success. The lack of technological knowledge has restricted me from evolving businesses aspects appropriately (Channell, 2023).   
Conclusion
This project has given me a better understanding of my skills gaps, and I have collected numerous pieces of information in this area. I am required to develop further knowledge for gaming suitable opportunities in my career development. Further, it has increased my entire abilities, and my co-workers supported me a lot during this placement time (Madsen, 2021).  
Action Plan
I will try my best to overcome my skills gaps by attending some workshops and implementing some efficient strategies. The technological skills shortages will be prevented by appropriate aptitude improvement programs, and the communication skills will be improved by interacting with my colleagues and friends. Additionally, to enhance my accounting skills, I will need to evaluate the business-related documents efficiently. 
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The front desk is a significant location of hotel businesses, more specifically of the administrative branches. The necessity of work-based learning and aptitudes has been pointed out here. Also, the reflective pieces of the entire experience has been illustrated in this context. Further, the business challenges have been addressed in this clearing log with the help of Gibbs’ Reflective Cycle.    
Action Plan 
	Skills to be developed 
	Resources Needed 
	Ways to Measure 
	Future Implication 
	Time Needed 

	Communication Skills
	Various workshops and courses of learning about communication skills will be utilised. 
	This will involve assessing both the individual capabilities to efficiently express themselves and understand others' perspectives. This can be done via numerous techniques such as feedback from others, observation of communication patterns, and analysis of communication results (Mata, Á.N.D.S et al., 2021). 
	The capabilities can be used to gain opportunities in the professional aspect. Further, it can support in handling the visitors' inquiries efficiently, which helps with further development.  
	4 weeks. 

	Accounting 
skills
	Appropriate analysis of existing information related to sales and revenue of the company will help in these activities (Kwarteng and Mensah, 2022). 
	The development of records and reports related to the company can support in determining the progress of these aptitudes. 
	This skill can be useful for collecting more job opportunities in career development. Further, it can allow me I handle the accounting of firms in future aspects. 
	6 weeks

	Technological skills
	I will attend skill improvement programs, and various types of technical courses will be used for developing the capabilities. 
	This can be understood by utilising practical assessments and exam-based technology (Rodrigues et al., 2021).  
	This can help in accessing numerous types of tools of the organisation, which enhance future job opportunities. 
	9 weeks 
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