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Overview of the Reception of the Hotel Administration Department
A hotel administrator is one of the major departments of hotel companies that manages the overall operational excellence of the firm. The reception is a necessary part of this division that handles the invoice development, budget, and overall planning-related functions for the organisations. This helps the brands in identifying their performance in the current scenario and change their plans related to the business. Moreover, great operations efficiency can be gained with such practices and it can also provide the company a better competitive edge in the current market (Dominioni, 2023). 
The learning objectives that are required to be gained within the placement 
1. To learn about managing the accounts properly by enriching the accounting skills within 6 weeks. 
2. To enrich the decision-making capabilities by proper analysis of the business-related document within 8 weeks.
3. To improve the technological skills by attending skills enhancement programs and practising properly within 10 weeks. 
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I am feeling very glad to have a placement experience within Double Tree by Hilton which was located in Lydiard Fields, Great Western Way, Swindon SN5 8UZ. There I have identified the actual responsibilities of a receptionist in the hotel administration department. There, I have gained knowledge to access different types of technologies which has helped me in making a budget and proper analysis of its business. Apart from that, this has supported me in tracking the progress and the performance of the organisation. I have used to develop receipts and develop records for inspecting the profit and loss-related factors. However, I faced several issues in the initial stage for not having excellent technological and accounting expertise. This has restricted me from making proper reports for which I have gone through different problems. 
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Implementation of proper analysis and development of insights
Technological knowledge helps in analysing the key trends and the preferences of the customers effectively. On the other hand, it supports highlighting the performance of the firm by showing the internal insights. This assists the management of the brand in understanding its position and taking the necessary steps to gain a competitive edge in the market. With the enhancement of such abilities, an individual can achieve great positions in a professional career. Apart from that, a diverse range of opportunities can be gained with such skills (Gordon, 2022). 
Developing proper decisions for the business
Skills such as technological support in analysing the business prospects and the overall insights of the companies. Moreover, in this process, the development of decisions can be implemented by the side of the administrative department of the companies. This can improve the performance and overall dynamics of the firm and help them in gaining a major competitive edge in the current market. With the enhancement of such abilities, effective opportunities can be gained in the professional career (Burruano, 2023).
Maintaining the accounts properly
Work-based abilities and knowledge support in maintaining the account of the businesses properly. Apart from that, it also drives the individuals in making reports related to the sales and revenue which supports in identifying the performance of the firms. This on the other hand provides several opportunities to the individuals and assists in gaining better job positions in reputed companies (Houston, 2023). 	
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Description
I have worked in the reception of Double Tree by Hilton where I have to manage their accounts and billing-related works. There I developed several receipts and managed the discounts and other services also. I have suffered from some big issues due to the lack of knowledge of accessing technical accessories and accounting software. This has presented a lot of problems for which my managers have been very angry. Moreover, it has decreased my overall reputation among other existing workers. Due to a lack of communication skills, I have taken a lot of time to gather knowledge about some proceedings (Wesely, 2021). 
Feelings
My experience within the Double Tree by Hilton is very amazing and I have learned a lot of things during my placement. I have gathered the learning of professional capabilities and my colleagues have provided me with an understanding of my responsibilities. In this process, I have tried my best to serve the company and the guests. I have faced distinct challenges due to my skill shortages but I have not given up my will and tried to capture their feedback (Farr and Farrell, 2023). 
Evaluation
This hotel placement has helped me a lot in identifying the skills that I will need to improve for gaining opportunities in my professional career. On the other hand, it has provided me with the learning of using different types of technologies and tools related to this industry. My colleagues have supported me in figuring out the processes that need to be followed for maintaining great accuracy in the work (Roedema et al., 2022). 
Analysis
The activities that I have done during the placement have helped me in figuring out the necessary skills that I need to develop. I have witnessed a major lack in my communication which has restricted me from learning things quickly. Apart from that, I have suffered a lot, as I have failed to make decisions due to the lack of decision-making capabilities. The shortage of technological knowledge has restricted me from analysing business aspects properly (Farrell, 2022). 
Conclusion
This placement has provided me with a better understanding of my skill shortages. I have gathered a piece of knowledge about the areas that I need to develop further for gaining effective opportunities in the future proceedings. Moreover, it has enriched my overall capabilities and my colleagues have helped me a lot during that time (Bassot, 2024). 
Action Plan
I will try to mitigate my skill shortages with the development of some efficient strategies. The technological gap will be prevented by proper skill enhancement programs and the accounting will be with the courses on such software. Moreover, for improving the decision-making process I will be required to analyse the business-related reports effectively (Pieper et al., 2021). 
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Overall summary of the topic
Reception is an important area of hotel businesses more specifically of the administrative department. The importance of work-based learning and skills has been highlighted in this context along with the reflective piece of overall experience. Moreover, the organisational challenges have been highlighted in this clearing log with the help of Gibb’s Reflective Cycle. 
An action plan for the enhancing the skills 
	Skills to be
developed 
	Resources needed
	Ways to
measure
	Future implications
	Time
needed

	Accounting 
skills
	Different courses of learning knowledge about accounting software will be used (Houston, 2022). 
	Development of reports and records related to business can help in identifying the progress of such skills. 
	This ability can be used for gaining opportunities in the professional scenario. Moreover, it can support in handling the accounting of companies in future prospects.
	6 weeks

	Decision-making skills 
	Proper analysis of existing information and the insights related to business will support in this practice. 
	The feedback of professionals and communication with the peers can support in identifying the progress of such ability (BBC, 2025).
	This can help in making proper strategies for the companies which can help them in achieving their targets.
	8 weeks

	Technological skills 
	Proper skill enhancement programs and different types of technical courses will be utilised for improving the ability. 
	This can be understood using exams based on technology and practical assessments. 
	This can support in accessing different types of tools of the companies effectively (Morgan, 2022). 
	10 weeks
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