Managing Hotel Administration




Name : Mofassel Hoq Bhuiyan 
Student Number : 2012091
BMIH6004






















During my Placement I learned skills about managing in hotel administration in various departments in my placement at the hotel Maldron Newcastle. Madron is one of the nice and luxurious hotels. It was built in 2018 which has 215 different rooms including a gym restaurant, bar and three conference rooms. It is located in the central of the city so it’s a very busy hotel. For a total of 216 hours of placement which was done over 10 weeks I took part in several positions and services for example food preparation, hotel activities, guest accommodation, combined with the management, general business tasks, accounting, marketing and sales. In the placement I followed their rules and activities and I learned the management of the hotel’s administration. Administration is the style of managing and function of the hotel.
Hotel Administration is the chain of command to properly and disciplinary of all hospitality section. Anna is the general manager of the hotel Maldron in Newcastle. She commands and manages all department of manager in the front desk, food and beverage, house - keeping, event manager, marketing manager and sakes manager. Administration is not a easy job but it is a tough job were you need to have the ability of being a great communicator, hard worker, maintenance and solution of critical situation. Suzanne is the front desk manager who manages and commands the supervisor James and Victoria. Supervisor controls front office and receptionist Alex, Arif, Geordie, Lewis and Veronna . I developed my skill to follow and work with them. Practically the function of administration with appropriate planning, good organizing, controlling and good direction. In my hotel every department communicates with each other by telephone, walkie talkie, sending messages or by email. In have learned that a good administrator must be able to manage a high level of organization which can balance multiple tasks. I also realised that house keeping team is one of the most hard-working departments in the hotel. I attentively followed the instructions. Housekeeping manager, supervisor, and house- keepers maintain their roles carefully and in a discipline. When house keepers clean and complete the maintenance of the rooms then the supervisor and sometimes the manager checks every room. Proper house keeping is the most Important in the hotel business. Small details, such as ensuring that rooms are clean and well-stocked with amenities, can make a big difference in the experience of guests. Additionally, I learned about the importance of anticipating guests' needs and providing personalized service to create a memorable experience. We needed to make sure every guest had everything they needed from the hotel. If any guest needed or requested anything we needed to make sure to send everything in time in order to avoid disappointment.
I gained a lot of knowledge about a hotel's daily operations and the many jobs that staff members have. I developed a stronger awareness of the significance of excellent communication, both among hotel staff and with visitors, to make sure that everyone's stay is hassle-free and pleasurable. I also learnt about the many management and upkeep practises used by hotels, including booking systems, inventory control, and maintenance plans. I witnessed first-hand how crucial it is to have precise policies and procedures in place in order to guarantee consistency and effectiveness in the management of the hotel. What I Found Challenging One of the biggest challenges I faced during my placement was managing the competing demands made by various stakeholders. Several departments, including housekeeping, maintenance, and front desk workers, frequently had competing goals. I discovered that resolving these issues and ensuring that everyone is working towards the same objective need strong communication and collaboration. 
A further difficulty was controlling visitor expectations. It can be difficult to predict and satisfy everyone's expectations because different guests have different needs and tastes. I discovered that in order to provide individualised service, it's critical to pay close attention to clients and make an effort to understand their wants and preferences. I had trouble prioritising my duties and properly managing my time. I had to learn how to prioritise my work and efficiently manage my time because there were frequently numerous conflicting demands on my time. Only then could I be sure that I was serving the needs of both the hotel personnel and the customers. 	It was a bit tough as everything had a time limit and you have to constantly physically be needing to move around and getting assigned different tasks. There was not a moment when we could take a seat and rest apart from our breaks. I found that very difficult.
I concentrated on improving my time management skills to manage competing demands on my time and better prioritise my tasks. This might entail improving my organisational abilities and learning more about time management techniques like priority and delegation.

There are a number of things I can do to advance my abilities and knowledge in managing hotel administration, based on my experiences throughout my placement. To manage disagreements and competing demands inside the hotel, I may first continue to improve my communication and teamwork abilities. Second, I can improve the ways in which I anticipate and accommodate the wants and preferences of visitors. This could entail researching customer evaluations and feedback, learning more about various guest types and their needs, and honing my interpersonal communication skills.
In conclusion, my internship in managing hotel administration was an amazing educational opportunity that gave me knowledge of a hotel's daily operations. In order to give personalized service, I learnt how crucial it is to effectively communicate, pay close attention to detail, and anticipate and meet the demands of visitors . But with these difficulties, I also saw areas for development in my ability to collaborate, communicate effectively, and provide excellent customer service, among other things . Overall, I believe that my placement has given me a strong basis for continuing my education and professional growth in the sector of hotel management. I can now further understand and apply my knowledge which will make my future assignments and lectures easier for me to understand. There are more hours for me to complete in my placement and I look forward to  learn more about administration.
