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[bookmark: _gjdgxs]Introduction
The topic of ‘Front Office Operation” contains lots of functional activity in this topic. The topic includes all the operations of the front office management. The role of management is also shown in the topic. The ‘IHG Hotel’ of UK is classified in the topic of front office. The importance of the front office is explained in this front office topic. The role of the front office manager is also defining the topic and all the activities of work are displayed in this topic. The role of night auditor in the five star hotels is also discussed in the topic.   


















[bookmark: _30j0zll]LO1
[bookmark: _1fob9te]Discuss with industrial example in your report (inclusive literature) the importance of front office operation in Hotel?
The front office department is the essential part of the business. The front office of hotel also shows the rating about the hotel. The ‘IHG Hotel’ is one of the most famous hotels in the UK as the rating of this hotel is high. The need of front office in the IHG hotel is also important as it plays an effective role in the business. The front office of the hotel contains various activities in his role. Basically the front office is the office which directly communicates with the customers, therefore the good communication is important in the role of front office management. The front office of the hotel also called as the receptionist area of the hotel. The role of this area is to provide services to the customers. The role of front office is to provide services such as good hospitality, information, complementary services. The complementary services are the services which are provided at to the guest freely in which they can use the full benefits of the services (Karaman, 2018).
The Importance of Front Office Operation:
The role of front office is very complex. The role of front office in the IHG hotel is to provide good services and hospitality to the customer, the aim of the receptionist is to satisfy the wants of the customer in the hotel. In a current day many hotels use lots of activities to attract the customers in the hotel as the IHG hotel of UK also provide welcoming activities to impress the customers and make them feel more comfortable. The comfort of the customer makes them feel more attractive towards the hotel. The important part of the front office operation is to communicate effectively with the customers. It is important to provide all the information to the customer about the activities of the hotel. The receptionist in the front office conveys the status or level of the hotel. The receptionist in front office should be more gentle and polite to the customers as the behaviour of the receptionist towards the customers implements a huge impact on the guest (Pradini, 2018).
The receptionist of the front office should also have the qualities to tackle the situations properly. The receptionist should be of calm and quiet nature as the nature of the receptionist reflects the impression to the customers (Chan, 2019).
The front office department contain lots of activities in his department such as; it is duty of the front office to provide proper housekeeping, food and beverage to the guest of the hotel. The banqueting is also one of the interesting parts in the hotel as it is also important to entertain the guest. The best part in the front office is to provide valuable and attractive services to the customers. The management is also very important as the team in the management should be well trained to handle any activity or situations (Reddy, 2017).
Operational tools in the Front office:
The documentation of the customers in the hotel is also very important. The front office should properly maintain all the information details about the guest of the hotel as the need of proper rules is necessary to handle the operational activities. The security is one of the main tools in the front office operation. The security of the guest is the first priority of the front office management. All the customers of the hotel see their security first so the security of the guest matters most in the hotel. The housekeeping is also the important thing in the front office management as the housekeeping services in the hotel should be more convenient. The services of housekeeping consist of many activities as cleaning, cooking, providing services common services to the guest. The front office in the hotel reflects the image of whole hotel as the receptionist plays a vital role in the front office management (Scholl, 2016).
[bookmark: _3znysh7]Also, with examples analyse the operational role of the following 5 star hotel front office staff:
1. [bookmark: _2et92p0]Front Office Manager
2. [bookmark: _tyjcwt]Night Auditor
The role of front office manager is very wide. The front office manager plays a various task to manage the front office activity. The front office manager defines many activities such as the manger trains the worker properly. It is the duty of the manager to maintain the proper relationship with the workers and solve their worries, if they have any. The manger should equally divide the workload among the workers as any worker should not feel burden. It is also important to avoid the partiality between the workers as all the workers should also feel satisfy working in the hotel. The management team of IHG hotel should be well trained as to maintain the status level of the hotel, well it is very important to maintain the ratings or status of the hotel to make good impression in front of social community (Kellner, 2015).
[image: front office manager.jpg]
[bookmark: _4d34og8]Figure 1Front Office Manager

The overview of the front office manager is shown in the above diagram. The manager in the front office faces many tasks to establish a good team. Hence it is not easy to create new valuable team, the manager have to give all efforts and hard work towards the workers to create an effective team. The office manager goes through lots of task as the manger also has to encourage their workers for better response and for better work. As shown in the figure, the role of revenue management is to collect revenue and to maintain proper record about the revenue operations in the management of hotel (Breit, 2015).
The reservation in the hotel refers to the services in which customers reserve their bookings from the receptionist. The guest services are the services which are provided from the front office of the hotel to the guest.
Night Auditor:
The role of night auditor is very efficient in the management of hotel. The night auditor is an auditor which works day and night in the hotel. The night auditor works as auditor as well as front desk. It is complex to understand the role of night auditor as the night auditor serve the guest day and night. The night auditor work as an auditor to maintain financial record or calculations and it work for the front desk also, therefore the night auditor plays a dual role in the front office management of the hotel (Rahat, 2018).
[image: night auditor.png]
[bookmark: _2s8eyo1]Figure 2Role of night auditor
The front office maintains two major roles as shown in the diagram. The night auditor and the desk clerks, but the night auditor plays a both roles the auditing of finance and the work on the front desk.
As in the five stars hotel of IHG, the role of auditor is very important to manage all the financial activity as well as the front desk o the office. The IHG hotel also needs a night auditor to maintain its financial activity but in the five stars hotel, the work level of the night auditor is very huge.
The front office staffs are the most important staff in the hotel. The staff of the front office of the five star hotels should be well trained by its manager. The role of manager in maintaining the front office staff is very important. The main target of the front office is to provide maximum services to the guest of the hotels. The main aim is to satisfy the customer and to provide them knowledge. Therefore the need of front office is very important to maintain the image of the hotel (Velichko, 2018).

[bookmark: _3dy6vkm]Conclusion
The main aim of this topic is to maintain good impression on the front office to attract the customers. The topic of “Front office operations” consist many activities during the time of front office as the role of front office is very wide which is shown in the topic. The main conclusion of this topic is to provide good services and hospitality to the guest of the hotels. The example of ‘IHG Hotel’ is used as a five star hotel of the UK and all the managerial activities are classified in this topic. The conclusion states that the front office is the main part of the hotel. The dual role of night auditor is defined in this topic which includes financial as well as front office activities, the target of the front office to communicate better and to maintain good relations to the guest to make them feel more comfortable. 
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