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	Introduction
A learning diary is a location where one may record the learning-related thoughts, emotions, and questions. Given that the writing in a learning notebook is brief and ungraded, there is no need to ensure that it is of high quality. Importantly, it will improve the learning in any class, regardless of the topic content (Bharwani and Jauhari, 2017). In particular, the purpose of this learning log is to demonstrate that one understands the abilities necessary for hotel front-desk workers to succeed in the hospitality sector.
key skills required to work on the hotels front desk Hotel front desk job skills
Possessing the abilities necessary to work at a hotel front desk might enhance the CV and raise the employment prospects. During my placement at Premier inn and knowledge gained from the module, people who work in hotels are often required to have specific talents and personality qualities, such as understanding the significance of providing excellent service to guests. Before applying for a position as a hotel front desk staff, I discuss the following skills through my learning log:
Communication Skills: Communication is a common strength for hotel front desk staff since it allows them to converse with customers in person and over the phone. For instance, they may assist with difficulties, discuss hotel pricing, reserve a room, provide directions, and describe in detail what the client may anticipate during their visit. I have learned that to create a pleasant environment, it is essential to speak positively with clients. Additionally, those that work at a hotel's front desk possess excellent communication skills. This allows them to discuss issues with other team members and determine areas for improvement.
Technical Skills: In order to operate computers and other technological devices, hotel front desk staff must possess a certain degree of computer and technology knowledge. While learning this module and my placement at Premier Inn, I have evaluated that to handle business-to-customer transactions, for instance, companies may employ particular software programmes in conjunction with other processing systems. 
Teamwork Skills: The front desk crew has a greater chance of success if they collaborate well with their colleagues and management. For instance, I have demonstrated that they might discuss issues with customers, plan their next meeting, investigate methods to be more productive, or examine how feedback impacts their work and the organization's monthly objectives. 
Adaptability Skills: Most hotel front desk employees are adaptive and adept at coping with change. This way, I have learned that they may have to cope with new marketing techniques, the expansion of a team, greater lodging prices, changed desk locations, a change in management, or a reduction in work hours, among other factors. Front desk staff may need to demonstrate their adaptability when their work schedule or other job-related circumstances change.
Attention to detail: Due to paperwork, incorrect payments, missing key cards, and hectic hours, the majority of hotel front desk employees are attentive to detail. Because they pay such close attention to detail, they are able to identify and prevent issues that may make a guest's stay unpleasant.
Leadership: People who work at hotel front desks often possess this feature, which enables them to work extended hours during the holidays and effectively handle busy shifts. In this stance, I came to know that they might assign tasks, discuss areas that need development, exchange responsibilities, let other team members know when a break is required, and assist employees in becoming better at time management.
Practical Implications of the Knowledge
By paying great attention to every little detail, I will be able to apply what I have learned to the various responsibilities associated with my position. Even if the user is multitasking or very busy, it will ensure that critical information is not overlooked. Due to this, I can also promise that they will use their leadership talents to ensure that the hotel operates well and that guests have a fantastic experience while using the company' services. Front desk staff with strong leadership skills may be in control of the front desk and instruct other staff on how to handle customers in a hectic environment. Adaptable individuals may see changes in their surroundings as opportunities for advancement and adjust their behaviour accordingly. This knowledge may also help me interact with adaptable individuals. I have good cooperation abilities, so I can work effectively with other hotel staff members to provide a positive experience for hotel visitors.
Conclusion
It can be concluded that people who work in hotels are often required to have specific talents and personality qualities, such as understanding the significance of providing excellent service to guests. Among these skills, I have learned that communication skills; technical skills; problem-solving; teamwork skills; adaptability skills; attention to detail; and leadership skills.
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Component Two:
Contribution to Overall Module Assessment: 25%
In this scenario – It is the first day as a front desk associate and the manager has phoned in sick. Create an action plan and answer the following questions.

	What are one going to do to ensure that the hotel is represented well to guests?
	How will operations run smoothly throughout the shift?

	Why would one consider the plan being the most effective?

	What contingency plan will one put in place to ensure quick resolution of this scenario in the future?


	I shall process reservations in accordance with the guidelines. After that, I will give them their hotel keys and collect any outstanding payments. Manage the social media accounts for the hotel and respond to any inquiries or comments from visitors (Bardi, 2010)
	I will interact with clients, assist with reception, and do any other jobs depending on the established protocols. During my shift, I shall demonstrate professionalism and a positive attitude. If one follow the guidelines below, everything will run well during the shift (Corgel et al., 2011)
	My strategy is the most effective since it takes into consideration all the duties and obligations of a front desk employee. I am able to provide excellent customer service by welcoming clients, swiftly responding to any queries they may have, accepting both incoming and outgoing calls, ensuring that customers' contact information is accurate, managing the front desk, and keeping a watch on the office (Solomon, 2018).
	I will make preparations if the manager is away of the office for an extended period of time. This may be accomplished by appointing a staff member to assume the manager's responsibilities or by instituting a system of shift rotation so that various individuals at the front desk handle different shifts (Hammer, 2016).

	I will do all possible to ensure that everyone who visits here enjoys themselves. Assist individuals with any particular requirements they may have (Hammer, 2016).
	If I have any queries or issues about the front desk, I will consult the manual and speak with other employees. Obtain information on what to do and how to do it at the front desk (Tesone, 2015).
	I guarantee to maintain the accuracy of all client data and to update any contact information that has to be altered.
	I will plan for the possibility that the boss must take an extended sabbatical. This might include assigning a staff member the manager’s task or instituting a rotation system so that various front desk employees take turns managing (Cetin and Walls, 2016)

	After they go, I will inquire about the quality of their stay. I will ensure that each guest is checked in and out properly and that their invoices are computed accurately (Sourvinou and Filimonau, 2018).
	To ensure the smooth operation of the hotel, I must speak with personnel from various departments, such as cleaning and maintenance
	I will ensure that one monitor the supplies at the front desk and replenish them as necessary. Maintaining open lines of communication with the manager or other staff members in a higher position may aid in ensuring that the front desk functions well (Mohsin et al., 2015).
	I will create a strategy for the front-desk employees to utilise if a client is troublesome. This may involve training on how to handle tough consumers and more significant complaints



Component Three:
Contribution to Overall Module Assessment: 50% (1000 words  +/- 10%)
Writing in essay format - Describe the key elements that are required when considering these four elements of hotel operations:

	
Element 1 – Property Management Systems (PMS)


	Hotel property management systems (PMS) are responsible for monitoring and managing all aspects of a hotel's operations. This involves ensuring that visitors have a fantastic experience throughout their stay. Historically, a property management system (PMS) was described as software that allowed a hotel or hotel chain to handle front-office activities. These abilities included the ability to arrange reservations, register and evict people, allocate rooms, determine hotel pricing, and create invoices. In hotels, property management systems (PMS) have replaced manual and paper-intensive duties. In today's environment, hotel PMS systems are important for much more than the front desk alone. The property management system (PMS) of a hotel is now an integral aspect of its business operations, since it enables hoteliers to provide excellent customer service (Olimovich et al., 2020).
Modern property management software integrates several methods of operation into a single package. The combination of modules and features may vary from one supplier to the next, and the operation of a single module might vary substantially from one instance to the next. Some providers also offer their systems as modular components that may be added to the hotel's existing solution to create a more comprehensive system. The most essential components of a hotel property management system are room bookings, front desk operations, and room management. Other components include revenue management, housekeeping, customer relationship and data management, reporting and analytics, back-office administration, and point-of-sale services (Bonfanti et al., 2021).

	
Element 2 – Hotel reputation


	
The most significant things one can do to control the reputation of the hotel are to monitor internet reviews and attempt to alter them. Monitor review sites, engage with consumers on social media, optimise the website for search engines, and much more. In other words, monitoring the hotel's internet reputation is crucial for the success of the company and might have a significant impact on how well the hotel performs in comparison to others in the region.
Stay active on social media: Social media, which allows one to accomplish both, is an excellent platform for showcasing the business in a sophisticated manner and communicating with the fans. Because there is so much information on social media sites, consistency is essential if one want to develop and retain both the own community and the target audience (Mohsin et al., 2015).
Engage with the audience in real-time: The best approach to communicate with event organisers and attendees is through social media. The company may get more reservations and hotel stays if it cultivates client loyalty via sincere interactions and open dialogue (Sourvinou and Filimonau, 2018).
Focus on digital marketing: Because the digital world is always evolving, it is crucial to keep current if one do not want to fall behind. During this difficult time, one should focus the communication on how one is doing all in the power to assist the customers and staff, how one are keeping the workplace clean, and, if applicable, the plans for when the economy improves (Cetin and Walls, 2016).

	
Element 3 - Communication 


	People converse often in the hotel industry, where things move rapidly. Therefore, it is essential to communicate effectively. The majority of the time, employees in the hospitality business are conversing with clients rather than composing emails. Customers anticipate receiving superior service. Everyone who stays at a hotel, dines in a restaurant, or flies on an aeroplane wants to feel protected. This cannot be done if individuals do not communicate with one another (Sourvinou and Filimonau, 2018).
Communication with Customers: Talking with customers is the first and most essential aspect of good communication in the hotel sector. The hotel sector might alternatively be classified as part of the "service industry." Communication is essential if one want to give excellent customer service. Reservations for restaurants, hotels, and airlines may only be made by speaking with a member of the service staff. Customer service representatives must be able to converse with clients and provide them with pertinent information (Tewan, 2009).
Communication with Co-workers: Collaborating with others on the job Managers and staff must be able to communicate with one another and with consumers. In the restaurant scenario given above, a lack of communication may have resulted to the incorrect order being delivered. If the server and kitchen personnel had have communicated more effectively, this would not have occurred (Corgel et al., 2011).


	
Element 4 - Staffing 


	To effectively manage a corporation or organisation, one must recruit personnel. Hiring and hiring employees is the process of obtaining individuals to work for a business in order to fulfil its demands. Personnel management is a highly regarded facet of management. Without its human resources, a firm cannot operate efficiently. Therefore, human resources are essential to the success of every organisation. Staffing is the process of selecting, recruiting, putting, training, progressing, being promoted, being transferred, being reviewed, and determining compensation (Corgel et al., 2011).
Manpower Planning: The objective of personnel planning is to determine, in terms of both numbers and types, how many and what kind of people an organisation will need. It includes doing a people inventory study and generating a people inventory, as well as choosing individuals for potential career progression and identifying and strengthening their important skills (Corgel et al., 2011).
Recruitment: Recruitment is the process of locating potential employees for a firm and encouraging them to apply for positions there. A scientifically sound method of hiring will result in greater compensation, happier employees, and increased productivity.
Selection: "Selection" is the process of reducing a big pool of candidates to a manageable number and eliminating those who do not satisfy the qualifications for the available positions in an organisation. The purpose of the selection procedure is to ensure that the organisation employs the best competent candidate for each available position in order to operate as efficiently as feasible (Corgel et al., 2011).
Placement: Placement is the process of educating a new employee how to perform the duties of the position for which they were employed. The new employee will learn about the firm and the many aspects of the position as part of the orientation procedure.
Training: Training is the process of informing newly recruited employees about the nature of their task and teaching them how to do it. This strategy may also be referred to as "training." This is the responsibility of the training section (Corgel et al., 2011).
Development: "Development opportunities" are the means through which a corporation facilitates the personal and professional growth of its personnel. The organisation is accountable for providing these possibilities since dissatisfied personnel may result from a lack of professional advancement options.
Appraisal: Evaluation is the process of determining how far a worker has progressed in their position. It also investigates how individuals behave and how their attitudes and abilities impact their work performance (Corgel et al., 2011).
Determination of Remuneration: The ability of a person to earn a livelihood relies on the income they get from their employment. It is one of the most difficult tasks since there are no technologies that can predict a person's income (Bardi, 2010).
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