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                       Introduction 

   The purpose of this report is to understand the importance of Front Office operation in Hotel and to see what roles have the Night Auditor and Front Desk Manager. 
   According to Bardi (2003), “The Front Office is also called the nerve centre of a hotel. It can be defined as a front of the housing department located around the foyer and the lobby area of a hospitality property.” Why it is important? Well, all the guests when they are coming in a hotel, the Front Office is the first thing that they see. It is the most important department because first impression counts. If the employees from Front Desk know how to talk, to behave, with the guests, everything will be good. The most important operations at front office are Reservation (nowadays, most of the guests prefer to make reservations online, it is crucial for the hotel to monitor, check and make changes if the guests need this and in this way, the hotel will know how many guests have). Another important operation is Check In. The Front Office must know when the guests will arrive because everything must be done such as cleaning the room, papers. If the guests are not treated good at the check in, they can choose not to come anymore in that hotel. Another important thing is that that the hotel must know that the people that are coming have the correct identity; this is important for security of guests and employees. Another important operation is Communication and Accounting that is helping a lot the guests to have a soft voyage at hotel. 
   Night Auditor 
        Is the hotel employee that handles the duties of front desk and the duties of accounting department. He is working in the night and most of the times he is the Manager of Duties. Some of the things that he is making is to check the transactions that were made in that day, and the most important, to make a change in date, that is prior for departures that are early to guarantee that all the valid charges are displayed in the guest register and create a report that includes also the room rate, F&B report, audit report, and many more.  He must do his job properly because if not, the reputation of hotel in market will be reduced. For example, if he is not serving the needs and everything the guest needs, as soon as possible, the guest can make complains, feedback will not be good. 
   Front Office Manager 
         Is the person that is organizing the duties of employees and is the person that relates to other departments. He is preparing all the time the staff for delivering the best services to guests, is watching and assessing the functioning of employees. Also, he is the person that is making the budget for front office. For example, if the employees are not completing their tasks, are not working properly, safety, is manager duty to talk with them and to teach them what to do. The manager must know all the time what is happening in his department, check the employees, check the bookings and to communicate with other departments all the time. Why is this important? Well, for efficiency of the hotel, the safety of guests and because they must everything that is necessary for guest’s happiness. 
      Night auditor plays an important role because he is continuing the work of his colleagues and prepare everything for the day. He is also the person who ensures that everything goes perfectly in the hotel and meets the clients' requirements.
Front Office manager is the key of success in Front Office department. He is the person that must resolve everything and must be involved in all the activities that occurs. 


                                             Conclusion 
     Front Office is the first thing that the guests see and the last one when they go. Is playing a crucial role as part of the hotel. Without a Front Office, the guests will not know where to go, what rooms they booked, no key for rooms, no place to resolve the problems that occur. Guests needs someone to guide them and why not, to smile them and make them to feel special. Without a Front Office, everything will be monotonous, and the other departments will not have idea about their clients. 
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