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The key skills required to work on the hotels front desk such as clear speech, a polite manner, a high standard of personal presentation, excellent verbal and written communication skills, a good telephone manner, customer service skills, patience, and tact. (Hari et al., 2016). The hotel's front desk is where guests interact with staff to learn more about the establishment and request services. I now know that the front desk is crucial to the success of the hotel in the hospitality business. When guests initially arrive at the hotels, the front office effectively connects with them. The front office is required for how hotels are administered all over the globe. (Keyton et al., 2017).
Manage Complaints: The front desk is also responsible for handling client complaints. The front desk is necessary because of how hotels throughout the world are operated. I now know that if a consumer is dissatisfied with the services received, they have the right to complain to the front desk about the employees, the food, etc. The key quality of a leader is adaptability since it works well with other leadership ideas like commanding, coaching, persuading, etc. According to what I've discovered, the front desk then handles client complaints effectively to please them, which is directly related to the efficiency of the hotel business. Therefore, via these operations, the front office of hotels plays a key role in boosting their performance (Keyton et al., 2017).
The corporate offices also include front offices. However, compared to the front desk of a hotel, the front office in corporate organisations is not as necessary. Performance management is all about managing and boosting employee productivity to fulfil an organization's strategic objectives, and management of a business assists in achieving strong performance management by using a variety of strategies or techniques. (Becerra-Vicario et al., 2022). I now know that the front desk is also the reception area where clients are welcomed and get the first level of service. I know that now. It is necessary to comprehend how crucial the front office is to finishing the operation of hotels in order to describe the front office's position in a successful hotel operation. (Keyton et al., 2017).
Maintaining a database: The front office is crucial to a hotel's ability to retain its client information. Every day, many visitors stay in the motels. I now know that some of these guests depart from the hotel while others arrive to remain. Businesses must adhere to a certain leadership and management philosophy that is in line with their mission statement if they are to operate smoothly. The front office maintains a proper administration of the customer database and the database of rooms that may be given to the clients. Without a front office, hotels would not be able to effectively handle such a large database of patrons, which would lower their success. (Phillips et al., 2022).
Continual contact: The hotel front desk is essential for maintaining continual contact. Every day, many consumers from various backgrounds and with various demands stay at hotels. Some clients want to reserve hotels for hosting parties, while others want to reserve them for staying. I've discovered that the front office has to be in constant contact with these distinct consumers since they have different wants (Qoura et al., 2016).The structure specifies the degree of power and scope of responsibilities. They must include an organisational framework if they want to keep their company running smoothly. The front desk also serves as a link between the hotel's guests and other departments. I now know that the hotel's front desk is where meet up to exchange information about the property and request services guests. As a result, in order to effectively service the demands of the guests and maintain a successful hotel business, the front office must maintain constant communication. (Becerra-Vicario et al., 2022).
Suggest: The front desk should assist clients in making wise judgements. It's possible that a consumer is unaware of the services that hotels provide. Additionally, the clients are unaware of the quantity of rooms, costs, etc. Customers sometimes may have trouble selecting the right accommodation for them (Newhouse et al., 2017). I now know that the front desk supports the clients in making this sort of choice correctly. Business offices have these in addition to front offices. However, as opposed to a hotel's front desk. The front desk also assists the clients by offering crucial local knowledge. A consumer may not be aware of the closest park. The front desk assists the clients and offers this sort of information. (Phillips et al., 2022).
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Component Two:
In this scenario – It is your first day as a front desk associate and your manager has phoned in sick. Create an action plan and answer the following questions.
There are various types of business and hotel is one of them. To make a hotel business successful, the service quality and interior of the hotel must be top-notch. I've some contingency plans for the destiny for the betterment of the lodge. The plan will collect extra sales than before and that is an extended-term plan for the lodge business.  When a person will feel valued in the hotel by the behaviour of the staff and others, he will share it with others and on social media. Staff management is very important in the hotel business (Rhou, 2020). 

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

	Why would you consider your plan being the most effective?
	What contingency plan will you put in place to ensure quick resolution of this scenario in the future?

	As the manager is sick today and this is my first day at the hotel as a desk associate, I should take some steps to represent the hotel to the guests. Here are some steps: (Newhouse et al., 2017).
Impress hotel guests before their arrival
I will make sure that the guest should feel their value at my hotel. (Moyeenudin et al., 2018).
Due to this, they will always remember the name of my hotel and this is very effective. There can be uptown inside the enterprise and being calm and thinking about the answer may be very powerful for the commercial enterprise and that is very crucial for any form of enterprise. The guest will be so impressed after receiving a welcome before reaching the hotel and they will always remember the memory (Moyeenudin et al., 2018).
Train your staff to provide quality service
I will train all the staff to make sure they will provide the best service to the guest. 
I will think of something for the long term of the motel. Advertising and marketing are very critical in the business of the modern world and each business has to make powerful advertising to reach the clients with their correct approach. Once the guests become happy, they will share their experience on social media, thus the reputation of the hotel will be increased. I will train staff so that the guest gets satisfied with their duty (Dieguez, 2022). 


	When I am doing duty in my shift, I must take steps so that the newcomers to the hotel get impressed with all the things the hotel does. 
Keep staff in the loop.
I will always choose staffs which is enough up to date. For this, I will keep them in the loop, and this is very important. 
I can make finances enough for the marketing of the lodge to make it famous with the guests. Due to this, all of the staff will do their work properly and the hotel will run properly, and which is a must for a hotel (Rhou, 2020). 
Treating the hotel as my own
I will always treat the hotel as my own and this is very important. I can use a dynamic package in order that it may entice clients and unknown human beings. When I will treat the hotel as myself, I will make no compromise with the service of the hotel, and this is quite important for the hotel services. I will try to run the hotel smoothly and looks for if everything is okay in the hotel (Gursoy, 2020). 

	I will make sure everything is okay for the hotel. I will command the staff to do their work properly. 
Serving the best to the guests
I will try to serve the best quality service to the guests. For this, I will take every step I will be needed, and I will use the staff perfectly to do their job and duty. (Moyeenudin et al., 2018).
This can make the advertising of the lodge. Many human beings will take the threat of the dynamic bundle and share their experiences. (Moyeenudin et al., 2018).
If it is with my plan, the staff will do their best and the guest will be happy by receiving a cordial wish and quality service (Dieguez, 2022). 
Maintenance and Operations
I will make sure that the operations and maintenance of the hotel are working properly, and I will do everything to make happen this. For this, the staff should give their best to maintain all the things. So, maintenance is very important to run the hotel smoothly (Gursoy, 2020). 
Marketing and promotion
When I will provide the best quality service to the guest, they will share it on various social media. I'm able to make sure that the operations and renovation of the hotel are running nicely and I'm able to do the whole lot to make manifest this.  Due to this, marketing and promotion will be done free of cost (Rhou, 2020).

	I have some contingency plans for the future for the betterment of the hotel. The plan will collect more revenue than before, and this is a long-term plan for the hotel business. (Moyeenudin et al., 2018).
Not to make panic
There will be uptown in the business and being calm and thinking about the solution will be very effective for the business and this is very important for any kind of business. For this, the workforce ought to provide their first-rate to preserve all of the things. I will think of something for the long term of the hotel (Dieguez, 2022).
Not cutting the marketing budget
Marketing is very important in the business of the modern world and every business should make effective marketing to reach the customers with their good strategy. I will make a budget enough for the marketing of the hotel to make it popular with the guests (Dieguez, 2022). 
Using a dynamic packaging system
I will use a dynamic package so that it can attract customers and unknown people. This will make the promotion of the hotel. So, renovation could be very vital to run the hotel easily. Many people will take the chance of the dynamic package and share their experiences (Olimovich, 2020).




The hotel business is very popular nowadays. I will make sure everything is for the betterment of the hotel so that the hotel can attract more customers. I will make a contingency plan for the hotel, and this will be very effective in the future of the hotel. There should be a budget for marketing every hotel and this will reach to the general person (Tajeddini, 2020). 

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)


	Property management Systems (PMS) are very crucial for maintaining hotel operations properly. It is a very effective and important system to operate and manage the systems of a hotel easily. (Newhouse et al., 2017). Here are some key elements for PMS given below: Front Desk Operations: In the PMS system of a hotel there has check-in and check-out systems to manage guests properly. It is also efficient for maintaining automated room assignments by maintaining real-time information on guest preferences, room availability, and special cases (Moyeenudin et al., 2018). Reservation Management: PMS should have a platform that is centralized to manage reservations for instance room inventory, online booking, guest details, and their preferences. The management should also give importance to the customer rating to improve their quality and service (Newhouse et al., 2017). Billing and Accounting: PMS should also integrate with the accounting system of the hotel to manage invoices, charges of the guests, and other financial sectors. It should also support different kinds of payment methods to make the payment process for the customer end (Moyeenudin et al., 2018). Reporting and Analytics: PMS should also produce reports about customer reviews, ratings, preferences, and some other performance indicators. These things help to manage the hotel properly and improve the overall performance.  (Newhouse et al., 2017). Housekeeping and Maintenance: Efficient arrangement between the front table or desk, welcome room, maintenance sector, and housekeeping is also a responsibility for PMS. It also tracks the room cleaning schedules, checks the status of rooms, manages maintenance requests, and fixes room problems (Newhouse et al., 2017).






	
Element 2 – Hotel reputation

	Hotel reputation is very important for the improvement of a hotel and it should be a business goal for the business. Because the highly rated hotel is much attracted the guests and gets their satisfaction. (Newhouse et al., 2017). Some key elements to consider for hotel reputation is included below: Guest Satisfaction: Providing guests maximum possible service to get the maximum satisfaction from them should be one of the main goals of any hotel business. This may include providing the best services to the guests, addressing guests cordially, decreasing the room rent, giving offers to guests, etc. (Qoura et al., 2016). Branding and Marketing: Maintaining a unique brand identity and executing different kinds of unique features is very effective for branding and marketing the hotel. This also may include advertising on TV, news, social media, etc. by giving offers and luxury. Nowadays, the social media campaign is very effective for marketing as most people use social media and find a lot of things there (Becerra-Vicario et al., 2022). Online Reviews and Ratings: Online review and rating is another medium to earn a reputation if the hotel has good performance and good rating as well. Representing customers’ positive experiences, feedback, and satisfaction means a lot to hotel management (Qoura et al., 2016). Quality Assurance: Maintaining good quality of the services of a hotel is very vital and the business is much dependent on it. So, ensuring the quality to get customer satisfaction and positive reviews means a lot for attracting other customers and the reputation of the business (Becerra-Vicario et al., 2022).


	
Element 3 - Communication 


	Effective communication is very crucial for hotel management and attracting more guests. Some key elements that may be considered are given below:  Internal Communication: Internal communication is very crucial to maintain all of the functionality of the hotel management system. So, arranging regular meetings, strict management teams, and utilizing digital communication tools are highly recommended (Hari et al., 2016). Multilingual Capabilities: In this globalized world, it is highly needed to escape from language insufficiency. So, having staff members communicate in different languages can serve a lot of people from all around the world (Keyton et al., 2017). 



Guest Communication: Providing many communications channels such as emails, social media, and SMS system thus guests can pre-book or can see the functionalities of the hotel to decide on booking. Addressing guest requests, complaints and inquiries promptly is also a good way to communicate to get guest experience (Hari et al., 2016). Crisis Communication: Developing a communication plan for the crisis to maintain any unexpected or emergencies. This may include training staff for handling the crisis effectively and use effective communication with guests when its need to inform (Keyton et al., 2017).


	
Element 4 - Staffing 


	A hotel’s success rate is highly dependent upon the staff. So, well-staff who are expert to give service, maintain crisis, and delivering their best for the guests is very important. (Newhouse et al., 2017). Here are some key elements for staffing may include: Staff Recruitment: A well-organized and effective recruitment process for recruiting proper staff is very important. This may include seeing the job descriptions of the staff, arranging interviews and exams, and observing medical and mental conditions very crucial (Phillips et al., 2022). Training and Development: Arranging training and developing the qualities of staff is very important for a hotel business. So, this may include professional skill training, hotel services, and maintaining safety protocols are to be considered.  Employee Engagement: Maintaining a positive environment for working and pushing employees to engage with services properly. This can be achieved through effective communication with employees, leading staff, giving different opportunities to them, recognizing them for their achievements, etc. is crucial (Phillips et al., 2022).
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