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Introduction 
A reflection writing assists in the process of understanding how different experiences have contributed towards the development of the candidate. The following essay will analyze the different areas of development that the student has been able to make during their learning experience. Further, the reflection will allow us to locate the grey areas and discuss an action plan to narrow down on how to improve the performance.


Discussion
The front office of Coldra Court Hotel plays several roles as it is the face of a business. From greeting the visitors, and courteousness to providing them with the all required facilities. It includes attending phone calls and providing them with the correct information and any query the customers face regarding the services (Martijn Barten, 2024). The responsibility also includes scheduling any kind of events set by the guests and helping with the proper arrangement. Furthermore, it also includes filing and scanning documents and maintaining records of the guests or services availed by the number of guests. It also has the responsibility of handling incoming and outgoing emails. Besides, it also manages the other staff of the front office which are also a part of the organisation.  
I have engaged with the job role to ensure that the candidate understands and learns the different types of skills and develops better knowledge. Further, it is my aim to be able to understand and learn the skills of customer engagement and understand how I can improve my understanding of teamwork (Kowtun, 2020). I aspire to gain administrative roles in the near future and thus, while working as a Front Office administrative I will be able to improve my knowledge in the field. This will guide me to learn the areas of weaknesses and understand how I can address them to improve my performance over time (forbes, 2023).
The workplace environment impacts the overall performance of an employee in the organisation. The internal issues at COLDRA COURT HOTEL NEWPORT WALES have impacted my overall working experiences as struggled with maintaining proper communication with everyone in the organisation. I joined the company during the rush season and the management did not put me through any training sessions or a proper induction period. While working, I would remain confused about who to contact regarding diverse types of customer queries. This would cause me delays and impact my self-confidence while handling my responsibilities (forbes, 2023). In addition to that the lack of skilled employees in the organization has made it difficult to fast-track the job responsibilities, which has impacted customer services. According to me, I feel the introduction of digitalization in the employee training process could help to improve the employee induction process (Wyatt, 2019). Further, digitalization could assist the business to bring in automation which could guide the business towards reducing the need for human assistance. The inclusion of digitalization will further present the employees with job opportunities which will contribute towards my personal growth and development and enhance my skills with the management of my own skills and knowledge (forbes, 2023). 
The main role of a supervisor while handling the administrative department includes managing everything within the organisation. The responsibilities come with broader aspects, and it must be maintained by the administrative department. While managing the administrative department, I faced some issues regarding managing the customers. One of the customers arrived and wanted to have a talk with me regarding the birthday celebration party. He wanted to celebrate a birthday party with his colleagues and hence needed the room for the evening. To clear the doubts of the customers it is essential that the employees provide the customers with close attention which is essential to meet their queries. However, due to rush, I failed to provide the customer with proper attention. To avoid such problems and to provide everybody with the required knowledge I should have focused on his words. The customer was talking about how many people would be there and I failed to gather all the information correctly. This created a problem with all the other staff as they also have their responsibilities. If the authority of any higher level of the organisation does not do its duty properly, it affects the lower levels as well (Ningrum and Ariani, 2020). The employees at the lower level had their job roles. The overall functionality gets disrupted, and this affects the overall management of the organisation. This hurts the organisation as well as the reputation of the organisation gets affected. By using the Gibbs model, according to the first stage, the issue took place between the administrative department and the customers. This affects the overall functionality within the department of the organisation. During the second stage of the Gibbs model, I felt stressed as the responsibility was on me. I also felt about the other people who were also having problems reading their communication with others (KRUKOWSKI, 2023). I think this affects the work of everyone which leads to less productivity within the organisation. By applying the third stage of the Gibbs model, I learned that I need to pay attention to each detail and focus on critical thinking to solve any issue. That situation created a problem which affected the lower-level staff as well. So, by using the fourth stage of the model, observing the overall situation, I must pay more attention which I lacked before and led to several problems. By applying the fifth stage of the model, it can be concluded that the higher managerial level needs to pay more attention. By applying the last stage of the model, it can be said that proper communication skills and critical thinking are needed to improve the overall performance of the organisation (Calma and Davies, 2021).
I have been able to understand that there is a range of skills and knowledge that I need to learn and develop to be able to improve my chances of becoming better in the role of an administrator. I have analysed that I must improve my teamwork skills (Kowtun, 2020). The first skill that I must acquire is active listening skills which will allow me to become more efficient with the management of customers and their requests. To be able to learn and develop active listening skills I will engage with different types of seminars which will allow me to be more productive in my own job role (forbes, 2023). I will refer to different types of YouTube videos which will allow me to improve my active listening skills. Further, I will need to develop my intercommunication skills, which will allow me to communicate more efficiently with the customers and understand their needs. To improve my intercommunication skills, I will engage in different seminars and read different types of books and journals (Forbes, 2023). This will allow me to learn how I can improve my intercommunication skills and improve my customer service. The YouTube videos can provide me with verbal guidance on how I should manage my tone and what type of courtesies should be used in different situations. In addition to this, I have to improve my critical thinking which will allow me to be more productive with stress handling and crisis situations (forbes, 2023). To be able to develop this skill, I will engage in reading different types of journals and articles. Further, I will seek help from counselling which will allow me to gain a deeper insight into the workplace and develop a better understanding of the topic. These materials could help me to understand how I can improve my cooperation in the organization. 


Conclusion 
I have been able to understand how the job experience as a Front Office administrative has helped me in the process of developing my own personal skills. The reflection has guided me in the process of analyzing the grey areas. This has further guided me towards understanding how I can improve on my weaknesses. The action plan has further helped in the process of understanding how I can improve my skills for better development in the future. 
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