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	The Main Competencies Needed to Work at the Hotel Front Desk
For the fundamental operations of a hotel to run well, several different abilities are needed to operate at the front desk. These abilities are wide-ranging and may rely on one another to provide clients a great experience and service (Akpan et al, 2022). The saying "first impressions are the best impressions" is true, and the hotel's management takes every precaution to ensure that its guests do not have a negative experience. The front desk staff is crucial in creating a warm and welcome atmosphere for the hotel visitors, thus the employee has to have a variety of advanced and fluent abilities (Al-Shattarat et al, 2022)
I think some of the fundamental abilities a front desk clerk in a hotel should possess are as follows:
Communication Skills: In order to work at a hotel front desk, a person has to have strong verbal and written communication skills that will allow them to engage and communicate with clients, co-workers, and other hotel staff. The front desk employee must be proficient in chatting to visitors as they are the primary point of contact for clients. The front desk must constantly be prepared to listen carefully to guests' concerns, completely comprehend them, and come up with suitable solutions to make them comfortable since guests may have difficulties while staying at the hotel. (Al-Shattarat et al, 2022)

I think that handling phone calls is another important reason why someone working at a hotel's front desk needs to have fluent communication skills, as good phone communication is essential for answering questions that guests have about the hotel, giving directions to the hotel, making reservations, and assisting guests with their needs (Al-Shattarat et al, 2022)
Organisation and multitasking: A front desk staff often need to manage many jobs at once, therefore it's important for them to be well-organized, able to function well under pressure, and highly detail-oriented. For instance, while accepting bookings over the phone or in person, the staff should also be checking visitors in, confirming their identity, processing payments, allocating rooms, and assuring proper bills at the same time to shorten wait times for future customers. This ability is also required to coordinate with co-workers and other hotel departments. The front desk personnel must be able to multitask in order to assist hotel customers with their requests and issues (Grisold et al, 2022)
Computer literacy: Since a hotel front desk staff often needs to depend significantly on computer systems and software, it is essential that the employee be able to use computers and office applications. The employee may input data more quickly by having a quicker typing speed, which decreases waiting time. If used appropriately, computers can do computations that would normally take the human brain a while to complete in a matter of seconds. In order to manage check-ins, room assignments, bill tracking, proper billing, and check-outs, front desk personnel often need to utilise the hotel management system (Grisold et al, 2022). As a result, the staff must be proficient using computers.
A front desk employee must be able to handle cash and possess the necessary arithmetic abilities in order to process cash payments, maintain guest accounts and handle other cash-related tasks. These are two of the most essential talents. The person operating the front desk must be proficient in credit card processing and able to correctly and quickly handle the cash drawer's balance. As the primary employee that engages with guests, the employee is responsible for creating invoices that include days spent in the hotel, additional services rendered, food and beverage consumption, bar expenditures, etc. (Hadjielias et al, 2022)



Knowledge of Hotel Services and Policies: The person working at the front desk has to be well-versed on the services, rules, and amenities that the hotel offers since they will be the primary spokesperson for the establishment. This, in my opinion, may comprise the hotel's room varieties, their prices, local tourist attractions, and any special activities that might be taking place inside or outside the building. To answer any questions that any visitor or prospective guest may have the staff must be able to properly describe the amenities and policies that the hotel offers (Hadjielias et al, 2022). The person manning the front desk has to be able to compute these invoices effectively and correctly (Rana et al, 2022)
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	Dress formally: In the hotel industry, first impressions are crucial. Accordingly, if I dress in accordance with the hotel's dress code, it will make a favourable impression on the visitors and impress them. If I wish to do several crucial tasks during my shift, I must ensure that all of the hotel's operations work properly. 
On my first day as a front desk employee, I may take care of a lot of things since the manager is out ill, to make sure the hotel presents itself to customers nicely. By doing this, I can guarantee that the hotel is portrayed favourably (Singh et al, 2022)

	I must first talk to my team's other members. It would be beneficial for me to have thorough knowledge of all hotel operations. I need to be ready to work on my paintings since I'm a front desk assistant. I'll have more opportunities to properly complete the lodge's painting projects and to check on my subordinates to make sure they're all operating well. (Singh et al, 2022)
Then, I must assign the tasks to the team members so that they can do them and keep the hotel running efficiently during my shift (Tang et al, 2022)

	I need to plan well as a front desk employee in order to manage the company and make the plan work for the hotel. A front desk employee must correctly manage the hotel in order to be familiar with SOPs and handle the tasks associated with the hotel company. Another crucial aspect of making the guest pleased and enabling me to effectively do my job is acting politely towards the visitor. 
By correctly completing the tasks, such as check-ins, check-outs, and guest questions, it will enable me to maintain everything (Zohuri et al, 2022)
	I need to clearly establish the duties and laws to handle these kinds of issues in the future. Assuring that every employee's task is completed correctly will be beneficial. I need to thoroughly think out what I can do in instances like this one in order to guarantee a speedy resolution in the future. (Rana et al, 2022)

 I need to open the lines of communication since doing so will provide my staff a simple method to get in touch with me and help me manage operations effectively. The explanation is that the workers are genuine about their job since they are aware of their duties (Tang et al, 2022)


	Greet visitors with a grin: As a front desk employee, it's also crucial for me to smile and greet visitors with a pleasant greeting. For the cleaning, maintenance, and several other tasks, I must consult with exceptional departments and colleagues. Another crucial factor in making a visitor happy and enabling me to effectively do my work is how I behave towards them (Zohuri et al, 2022)



	As the hotel manager called to say that they were ill, I have a lot of vital things that I need to take care of if I want to keep everything running smoothly during my shift. I must organise my job since I work as a front desk associate. To correctly finish the hotel's task and to check on my subordinates to make sure they are all functioning effectively, it will provide me with additional advantages (Zohuri et al, 2022)

	As the front table partner of a motel organisation, correctly preparing to improve my multitasking skills is crucial and will be highly beneficial to the hotel industry. Therefore, my strategy for managing the hotel must include developing my capacity for multitasking. As a front desk employee, I will use this to my advantage in the hotel industry (Akpan et al, 2022)

	Regular meetings and updates enable me to stay informed about the inn's overall status, which helps me to take on responsibilities and solve difficulties in the present while preparing for the future. I can manage these kinds of circumstances excellently thanks to my cross-training. In that instance, all of the staff members and departments are undergoing various forms of training that will broaden their understanding of how to operate in a variety of situations and in a variety of positions, making them well-suited to handle situations of this kind in the future (Akpan et al, 2022)


	Discover the hotel: On my first day of work as a front desk employee, discovering the hotel is crucial to demonstrating exceptional customer service. Following my education, I will be able to understand how the hotel interacts with its guests and will be able to use all the methods necessary to satisfy them (Al-Shattarat et al, 2022)

	Numerous issues have emerged in the hotel industry every day. So, in my capacity as a front desk worker, I must identify all the causes of the issues. After determining the issue's root cause, I can quickly and effectively resolve it, enabling me to manage the hotel's operations without incident during my shift (Gajdzik et al, 2022)
	I need to consult with several departments and co-workers since I work at the front desk of a hotel chain in order to effectively do cleaning, maintenance, and a variety of other tasks (Al-Shattarat et al, 2022)

	Proper succession planning is crucial for designated backup. When I encounter a problem of this kind, I may use them to my advantage and choose a new manager who will be able to successfully handle everything (Akpan et al, 2022)



	Offer top-notch customer service: Satisfying hotel guests is mostly dependent on offering the greatest possible customer service.



I must thus do all in my power to provide the greatest customer service to guarantee that the hotel is portrayed favourably (Gajdzik et al, 2022)

	The proper operation of the firm depends heavily on communication. Once I've identified the issue, I can easily fix it, allowing me to manage the inn business effectively at some time during my shift. 
For managing the business as a front desk employee of a hotel organisation (Gajdzik et al, 2022)

	I need to open up the lines of communication so that my staff may contact me easily and assist me operate the business effectively. 

In such situation, I need to collaborate with them and treat them well so that they are working for the hotel and putting out their best effort, both of which enable me to make my strategy really successful for the hotel industry (Grisold et al, 2022)
	As a front desk employee, regular meetings and updates allow me to stay informed about the state of the hotel, which allows me to solve any issues that may arise in the future. 
They also enable me to take initiatives that will improve the hotel industry's reputation and help the business succeed.
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Element 1 – Property Management Systems (PMS)


	The administration of a hotel's entire administrative operations is streamlined by a system known as a property management system, or PMS. It is crucial for a hotel since it facilitates and expedites front-desk administration, bookings, payments, cleaning, and other chores (Grisold et al, 2022). Below are a few components of a hotel's property management system: Reservation: Customers may simply book hotel rooms online using PMS's central reservation system. The reservation system allows for the booking of rooms as well as various supplementary activities and the acceptance of electronic (Hadjielias et al, 2022). Front desk management: A hotel's front desk manager may use the PMS to check if a room is booked or not and can provide visitors the most recent details on the bookings that are currently in effect. The front desk manager also provides the visitors with highly efficient check-in and check-out assistance (Hadjielias et al, 2022). Hotel management of income: PMS may be used to organise and handle tasks linked to revenue collection. A PMS, or property management system, is a device that automates the administration of an ins routine administrative tasks. The price plans for their rooms and other activities may be planned by the authorities using the revenue management system (Helo et al, 2022). Cleaning: It is highly important for a resort since it facilitates and increases the efficiency of front-table management, reservations, pricing, cleaning, and other chores. The management of a hotel may effectively oversee the cleaning staff by using PMS to assign assignments and monitor activity (Le et al, 2022)

	
Element 2 – Hotel reputation


	Building and enhancing reputation is essential in the hotel sector. To enhance its reputation, a hotel company' marketing division will use a variety of strategies. The following list of methods for enhancing reputation includes some: Increasing presence online: Growing the hotel industry's online presence is crucial since today's consumers are internet-oriented and look for hotels online. 
As a result, the marketing division of hotel enterprises should improve their internet visibility and online marketing. They will get a lot of benefits if they respond to client inquiries swiftly (Le et al, 2022) provide the highest quality of services: The administration of hotels should provide its visitors the highest quality services while they are there. Given that people are more focused online and seek online for the best lodgings, expanding online presence might be crucial for the hotel industry. To improve visitor perceptions, the government should make all procedures and requirements simpler for visitors (Lilien et al, 2022). Getting feedback from the guests: Hotel managers and officials should solicit and record customer evaluations. As a result, the marketing division of hotel enterprises should improve their internet visibility and boost online advertising and marketing. The authorities will be able to deliver better services in the future with the assistance of this feedback (Lilien et al, 2022)

	
Element 3 - Communication 


	The success of the company is critically dependent on effective communication in the hotel and hospitality sectors. Internal and external communication takes place in this industry. In the hospitality sector, active communication strengthens bonds between those who receive and provide services. Conversation is crucial to the success of the business in the hotel and hospitality sectors. Additionally, it enhances everyone's sense of inclusion and raises the general effectiveness and productivity of hotel operations (Rana et al, 2022). The most typical forms of communication used by hotels are the two listed below: Employee to employee communication: Internal communication between hotel personnel and management has to be improved if hotel operations and activities are to become more effective and efficient. (Rana et al, 2022) Relationships between those accepting and giving gifts in the hotel sector are improved through energetic communication. A hotel's productivity will increase, and there will be less possibility of internal conflict, with this kind of internal communication, which may be both verbal and nonverbal. In addition to enhancing the working environment, effective communication between administrative bodies and staff members will also boost staff inclusion (Singh et al, 2022). Guests' interactions: The most important aspect in the hotel industry is effective guest communication. The bond they have with the visitors is improved through open and honest conversation. If visitors can interact with management and authorities with ease, they will feel more at ease. Communication occurs both internally and externally on this topic of business. 

Public relations aid in improving the hotel management's reputation. Authorities should provide clients pertinent information, assist them in solving any problems, and answer to their inquiries as soon as possible. 

	
Element 4 - Staffing 

	
The most crucial aspect of operating a hotel company is the staff and workers. Employers and qualified personnel are needed in the hotel industry. All the activities may be properly managed by skilled personnel and workers. Every staff, from cleaning to the front desk, has to be trained for a hotel company to succeed (Singh et al, 2022). Following are some key considerations for hiring in the hotel industry: appointing personnel to fill certain positions Housekeepers, room attendants, room inspectors, front desk managers, public space attendants, etc. should all be hired by the hotel's HRM. This will aid hotel management in streamlining hotel operations. Additionally, it enhances everyone's sense of inclusion and will raise the inn's overall productivity and efficiency. Once again, workers may concentrate on their specialised responsibilities to increase production (Tang et al, 2022). Both internal and external recruiting are options available to hotel management. Internal hiring refers to hiring from inside the organisation. A motel's productivity will increase and the risk of internal conflict will be decreased with this kind of inner communication, which may be both vocal and nonverbal. They may be able to choose the ideal applicant for a position by recruiting internally. External recruiting will provide them the chance to hire people who are more qualified for a particular position (Tang et al, 2022). Training for workers and skill development programmes: It is crucial to set up various skill development programmes periodically and to ensure that staff gets the essential training. (Zohuri et al, 2022) Internal communication between the workforce, management, and staff of a hotel has to be improved in order to make operations and sports more effective and efficient. This will increase the workers' competence in their particular positions, their production, and their effectiveness (Zohuri et al, 2022)
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