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[bookmark: _30j0zll]Introduction:
The discussion that is being done in this report is about the communication that is very much necessary among the front office and other departments for carrying the operations of the hotel successfully so as to achieve the objectives of the hospitality industry. The front office communicates with all departments in the hotel, such as the housekeeping, marketing and sales, and human resource department and hence it is needed for them to have good communication so as to deliver the best services to the guests. This is also needed to be discussed that each and every department of the hospitality industry makes a special connection linkage with the front office department.




[bookmark: _1fob9te]Prepare a report by analyzing how communications between the front office and the other departments of the hotel to execute operations successfully. How do they ensure that these communications are effective for hotel operations?
The communication that take place in the front office and various department of the hotel performs a key role in the hotel overall management. The coordination between the two should be proper to perform various operations and provide excellent service to the guests in the hotel. Each department has an important role and they should cooperate by understanding and believe for performing smooth or we can say co-ordination refers to maintain balanced relations among the departments to get the job done (Heyes, 2017).
[bookmark: _3znysh7]Communication with Department of Marketing and Sales:
The marketing and sales division completely depends on the front office. The front office helps them with the details and other information about the guest's visit and their history with the hotel. These detail of guests depends on their number of visit, corporate relationship, their particular taste, and their history of reservations. It is also the front office staff's responsibility to leave a good first notion on the guests, to convey information, and to make possible to fulfill the guests' needs and their requests. Many guests use hotels for seminars, office meetings, for parties, and other purposes. So it is the front office's responsibility to make the guest's experience great with the hotel. The communication with marketing and sales department is necessary so as to provide them the details about the services or offers that are given to the consumers.
The important factor for marketing and sales is guest history, which will be used for marketing strategies, to prepare mailing labels, for advertising media by using the details of guest registration. The front office is held responsible to keep this all data correctly.
For the marketing and sales division the procedure to complete the booking of important functions like marriage reception, marriage anniversary, etc. depends on the rooms available for the guests. Sometimes the booking starts six or even twelve months before, in that case, the marketing and sales section checks the availability of enough rooms for the guests and assure that the hotel can hold those amount of visitors. This data of existing rooms is being kept in proper management by the front office itself (Kotler, et. al., 2017).
This is the front office task to convey the messages to the marketing and sales department correctly and fastly. In the interaction between a client and a salesman in this department, the switchboard is a key linkage. The instruction should be given to the new member of the front office staff by the manager and make him understand his job in the marketing and sales department.
[bookmark: _2et92p0]Communication with Department of Housekeeping:
The interaction between maintenance and front office is all about the housekeeping position of the room, the available number of rooms in the case of a large number of guest arrival and their occupancy. There are certain terms used by housekeeping room status like existing clean or prepared means- room is set to use, in use means- guests are using the room, stay above means- visitors won't check out on the present day, dirty means- the housekeeping staff did not allow the room to be occupied although the guest has checked out, out of order means- there is a technical issue, and the room is not available for use. The interaction between the housekeeping and front office helps the housekeeping department to look for the registered amount of visitors in the hotel, their security measures and providing the guest's essential items like toothpaste, soap, conditioner, etc. It is the housekeeping department's responsibility to make a room clean and ready immediately after the departure of the guest. So both the department should be connected to each other about the guest's arrival and departure (Islam, 2018). The housekeeping is considered to be one those remain in direct contact with the guests and hence in order to be able to understand the needs and demands of the guests the housekeeping department must have good communication skills.  
[bookmark: _tyjcwt]Communication with Department Of Maintenance:
The department of maintenance interacts with the front office regarding the status of the room in case of any maintenance service required. The technician of the maintenance department first knows about the status of room occupancy before they go to solve A.C issues, plumbing related problems or heating related issues. The department of maintenance is necessary for the hostel so that time to time services and maintenance of the electrical assets of the hotel can be done and they must be communicated well about the faults if any have occurred then so that they may repair it properly or otherwise replace that asset with the other. 
[bookmark: _3dy6vkm]Communication with Department of Security:
The security department is also important in the hotel. This department communicates with the front office to provide kindness to the guest. The two sections execute jointly in providing proper safety to the guests. These two departments cooperate with each other for fire safety concerns, routine investigation of people's security measures and emergency communication systems. The security department of the hotel industry is necessary to be communicated as they are the one that keeps the basic details about the guests that enters in the hotel premises, so that they may stop the unwanted person from entering in the premises. 
[bookmark: _1t3h5sf]Communication with Department of Human Resource:
The human resource department provides the right employees to the various department in the hotel. This department is a source of contact for other departments for employees. The distribution of application forms and other details to job seekers is done by this department with the help of the front office department. The interested applicants can contact the front office. The human resource department hires employees of relevant skills needed for various departments. Guidelines and required training are also provided by this department. This interaction between the two departments can help the human resource division to interview capable candidates (Boella, 2017). The communication with the human resource department is necessary to as to get the solution of any problem if faced by the staff or by the guests. 
[bookmark: _4d34og8]Communication with Banquet Department:
The collective purpose of the marketing and sales division and food and beverage section refers to the banquet section. The banquet division informs the details to the front office about the schedule of events and payment of bills and the front office rely on these details to the guests. The front office also provides employees to make the announcement board daily, the list of daily tasks of the hotel, the curbside board of message which involves a hotel logo and blank for a message.  Most of the banquet visitors are not registered visitors in the hotel, in that case, logical communications are being provided by the front office. The banquet department is communicated to give them the details about the services or premises that they can use for their activities.
[bookmark: _2s8eyo1]Communication with Department of Food and Beverage:
According to Davis, et. al. (2018), the Interaction between the front office and this department is also important. As we know the front office is a department where the guests of the hotel ask for their need for food and beverage during their arrival or stay. So there must be quick and frequent communication between the two departments to fulfill the guest's need. The food and beverage department keeps a record about their guest's purchasing from the hotel's bar, restaurant or other beverage items like tea or coffee. It is the front office's operation to rely the messages of the guests about food and beverage to this department. The function of accepting and reserving banquet inquiries and coordinates them with other departments of the hotel comes under this department. The food and beverages department are communicated by the front office to provide them the details about the guests preferences in food or orders that are placed by the guests to have in their lunch, dinner etc.
[bookmark: _17dp8vu]Communication with Department of accounts:
The department of front office handles the accounts of the guests with proper responsibility. To handle the accounts of the guests the front office department communicates with their colleagues of back-office accounting about the settlement of payments or if there any dues of guests. This department also looks for the discounting and settlement of coupons. It accounts for the department's responsibility to solve and get night auditing status correctly with accounts. It is necessary to communicate with the accounts department to have the discussion about the payments done by the guests or other payment related matters (Krstić, et.al., 2015).  
[bookmark: _3rdcrjn]Communication with Department of laundry:
The front office work is to inform the laundry department regarding the guest's arrival and their departure. The front office sends a list of guests to this department. This communication is important between both departments to skip the wrong delivery of laundry and room numbering and to provide good laundry service to the guests. It is necessary to communicate with the laundry department to discuss about the services of laundry that is provided to the guests.
The interaction between the front office and other section is helpful to enhance the managerial skills within the hotel. This interaction among the departments of the hotel is also important for delegation and decentralization of authority. The effective communication that helps the hotel industry:
· This also helps the staff members in understanding the instructions of their supervisors and other senior authorities.
· This gives the knowledge about the technology that is used by the hospitality industry.
· This helps in improvising the confidence of the approach of the guests.
· This supports in generating the positive attitude of the consumers towards the place of work and also the better understanding between the heads of the department (Dzhandzhugazova, et.al., 2016).
  



[bookmark: _26in1rg]Conclusion:
This can be concluded from the above discussion that the front office is an essential department as it welcome and greets the guests during their arrival. This department leaves the first impression to the guests and hence they must be good communicator so as to leave the positive impact on the guests. The hotel is required to have the qualified persons who are capable of performing the day to day functions of the front office. Good interaction between front office and other divisions will help the hotel in performing better and increase the guests' satisfaction. A good communication will also help in providing excellent services and to make the guests experience better with the hotel.
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