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[bookmark: _Toc129542095]Description - Learning Log Overview	
I have had a great desire from the beginning of my academic life that I will work in a place where I can deal with people from diverse cultures and regions. I have the desire to work in a dynamic place where I can learn diversified knowledge and skills. When I got a chance to work in the administrative department of the The Manor Elstree, I enjoyed meeting with different people who come from different parts of the world. Through this reflective report I have all of the experiences and changes I gained and faced throughout this period. 
[bookmark: _Toc129542096]Feeling - The knowledge we've picked up
I've picked up a lot of helpful information and refined my skills process. My time spent here has been really beneficial to my ability to develop my organizational skills and become better at managing my time in The Manor Elstree. I am now able to work on many tasks at the same time, arrange them in a sensible order of priority, and keep the entire show running smoothly. As a direct consequence of this, I've discovered that I'm able to do more tasks in a shorter amount of time. The development of my verbal and written communication skills might also benefit from working in an administrative position at The Manor Elstree. I am now capable of effectively communicating with both customers and staff, as well as with senior management. As a consequence of my experience dealing with people who come from a diverse spectrum of backgrounds, I've developed the ability to have an open mind and be more sympathetic to the viewpoints of others. The management of financial resources is another area that gives me a lot of learning that how to manage those efficiently in the administrative department of The Manor Elstree. The creation of a budget, the monitoring of costs, and the observance of norms and regulations are all skills that I have mastered. My exposure to a variety of fields has helped me develop analytical and problem-solving skills that are transferable to a wide range of fields. In addition, I have been able to advance professionally and further my knowledge in this area thanks to this work. As a means of ensuring that The Manor Elstree allowed success, I have been given the opportunity to assume leadership roles, participate in the formulation of new policies and operating procedures, and encourage department-to-department communication.
Every day I was put in a position where I needed to devise original and effective strategies for overcoming challenges (Koerner & Karim, 2016). Issues ranged from the quite simple, such as failing to keep track of the arrival and departure times of visitors, to the more complex, such as failing to allocate adequate labour during times of peak demand (Enz & Siguaw, 2016). Working in the administrative area of the office has provided me with the opportunity to learn the importance of a strong team as well as the worth of working together. Being a member of the larger team that runs the hotel has instilled in me the need of coordinating with other departments, such as cleaning and maintenance, in order to provide superior service to visitors and ensure that the hotel operates as smoothly as possible. Because of this experience, I've been able to improve both my communication skills and my ability to work well with others (Wang et al., 2015). Working in the administrative department of this hotel helps to understand the overall hotel industry in the UK. My experience working in The Manor Elstree has taught me a lot about the value of delivering outstanding service to customers and the beneficial influence that a well-managed hotel can have on a traveler’s experience (Sigala, 2017). As a direct consequence of this experience, I now have a deeper appreciation for the time and dedication that are essential to the management of a successful hotel.
[bookmark: _Toc129542097]Evaluation & Analysis - Challenging issues that have been identified
Problems with time management are something I've encountered on several occasions (Bhattacharyya and Sankar, 2020). Sales, human resources, finance, revenue management, social media, quality concerns, and marketing are just some of the departments whose work I have had to coordinate in The Manor of Elstree. When there is confusion about which roles should be played, this problem may become very perplexing (Maitland and Bauer, 2020). The use of internal software systems has also proven difficult for me. It might be difficult to understand and master all of the many software systems used by the various departments and it was challenging for me to cope with the technological tools. Inefficient task management might arise in the absence of proper training and support for the usage of such systems in the administrative department of The Manor Elstree (Saunders et al., 2020). Evaluation metrics are a major issue for me. Key performance metrics (KPIs) including revenue, customer happiness, and occupancy rates are used in my evaluation (Hwang et al., 2021). Maintaining tabs on all of these metrics is a time-consuming and difficult task, particularly given my wide scope of responsibility. The Manor Elstree has a complicated management structure and various working methods have also caused issues for me which were very complex to deal with. Because of this, I sometimes have trouble knowing whom I should report to for certain tasks, and what my exact duties are (Maitland and Bauer, 2020). To make sure that all of the departments are on the same page and working toward the same objectives, it is helpful to create and adhere to clear SOPs (Bhattacharyya and Sankar, 2020).
[bookmark: _Toc129542098]Action plan - Future-Oriented Learning
The need for open lines of communication and cooperation throughout all organizational units is highlighted as a major learning point for me which I want to apply in future. It is essential to have in-depth knowledge about all of my roles and I need to collaborate closely with coworkers from other departments to ensure that all work is managed effectively. The need of providing staff with ongoing training and assistance, especially in regard to software used inside certain departments, is another lesson I learned throughout this period. Staff members may more quickly learn and operate new systems if they get consistent training and assistance on the most recent releases of software and hardware. I need to manage well-defined KPIs and other performance indicators in place that might help staff concentrate on what's most important. Having this information may aid my managers in making more accurate assessments of employee performance (Hinksman & Schofield, 2016).
[bookmark: _Toc129542099]Conclusion
[bookmark: _Toc129542100]In conclusion, The Manor Elstree’s task management success depends on open lines of communication, close teamwork, thorough training, and a shared awareness of one another's duties and responsibilities which I have experienced in my working experience (Saunders et al., 2020). Organizations may assist their workers in better managing their workload by learning from these difficulties and using that knowledge to the creation of more refined task management methods. So throughout this journey, I gained plenty of new skills which I can use in many different areas.
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