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Marriott Hotel in Bournemouth, as a part in a multinational company has a single person in charge as executive position, the role is mostly to report upward but also a part of the role is to manage hotel administration. Because shadowing the manager of hotel was not possible indeed, multiple face meetings and phone conversations, a point of view was daily operational meeting with departments and also to shadow managers of few departments in their activity. This allowed me to understand position and activity of the hotel's administrative person in charge with administrative operation (Hagg, 2013).
Marriott’s hotel administrative operations play a crucial role in ensuring the smooth and efficient running of the entire property. This department oversees a wide range of functions, including financial management, human resources, procurement, and compliance with corporate policies and local regulations. It supports other departments, like Food & Beverage and Front Office (Tewan, 2009), by managing budgets, payroll, and staff scheduling. Additionally, administrative operations handle performance reporting, guest feedback analysis, and quality assurance to maintain service standards. Through effective coordination and strategic planning, this department ensures the hotel’s daily operations align with long-term goals and provide a seamless guest experience (Tewan, 2009).
For Marriott’s administrative department, a list of main points to fulfil which lead together to perform this role optimally:
•	Understand the hotel’s administrative structure and how it supports overall operations (Fallon, 2010).
•	Gain insight into financial management, including budgeting, cost control, and revenue tracking (Rutherford, 2007).
•	Learn about staff scheduling, payroll management, and labour cost optimization.
•	Observe procurement processes and inventory control to ensure efficiency and sustainability (Hayes, 2017).
•	Understand compliance with corporate policies and local regulations.
•	Analyse performance reports and guest feedback to assess service quality.
•	Develop skills in coordinating interdepartmental communication and collaboration.
•	Learn about human resource functions like recruitment, training, and staff development (Johnston, 2012).
•	Participate in strategic planning and decision-making processes (Fallon, 2010).
•	Understand how administrative efficiency directly impacts guest satisfaction and hotel profitability (Rutherford, 2007).
Introduction in Marriott’s hotel administration was first step of understanding en-ensemble hotel managing. If in future will perform in this position, a lot of things are already learned but another details will be different depend the brand or company will work in. Because a lot of parts are always the same but many are specific of the place. This experience highlighted the importance of work-based skills like organizational efficiency, attention to detail, and decision-making, alongside technical knowledge of financial management, compliance, and staff coordination. Observing the supervisor manage administrative tasks, streamline processes, and address challenges reinforced how these efforts directly impact guest satisfaction (Frehse, 2012). I gained a deeper understanding of how well-structured administrative practices support smooth daily operations and enhance the overall guest experience, emphasizing the need for strong leadership and precise execution in hospitality management.
Personal and vocational development, shaped by my academic journey, industry experience, and placements, has significantly enhanced my understanding of hotel administration (ASET, 2017). Through academic studies, I gained theoretical knowledge of communication, teamwork, and task management, while placements provided practical application. Shadowing the Marriott’s administrative manager strengthened my interpersonal and problem-solving skills, showing the importance of clear communication in coordinating teams and ensuring efficient operations. Previous industry experience taught me adaptability and attention to detail, crucial for managing tasks and delivering exceptional guest services (Benhadda, 2016). This blend of theory and practice has prepared me to handle administrative challenges while maintaining high service standards.
Work-based skills and technical knowledge are essential for effective hotel administration, directly influencing operational efficiency and guest satisfaction. Skills like communication, time management, and problem-solving ensure smooth coordination between departments, while technical knowledge of property management systems (PMS) and financial reporting supports informed decision-making (Rughubulan, 2009). Shadowing the Marriott’s administrative manager revealed how attention to detail and organizational skills are vital for handling bookings, staff schedules, and event planning. Without these competencies, administrative gaps can lead to service delays and guest dissatisfaction. Therefore, mastering both practical skills and technical expertise is crucial for maintaining high service standards and efficient hotel operations.
Another organizational issue I encountered in the Marriott’s administrative department was inconsistent staff scheduling, leading to understaffing during peak hours and overstaffing during quieter periods. This imbalance affected operational efficiency and increased labour costs while sometimes compromising service quality. During busy times, longer wait times at the front desk and slower response to guest requests were common, leading to dissatisfaction. Conversely, during off-peak hours, staff often had fewer tasks, impacting productivity (QAA, 2018). This highlighted the need for better workforce planning, data-driven scheduling, and the use of forecasting tools to align staffing levels with guest demand and ensure consistent service quality.
The inconsistent staff scheduling in the administrative department significantly impacted performance, guest service, and overall operations. During peak hours, staff shortages led to slower check-ins, delayed responses to guest requests, and overwhelmed employees, resulting in lower service quality and guest dissatisfaction (ASET, 2017). On the other hand, overstaffing during quieter periods increased labour costs and reduced productivity, as employees had fewer tasks to complete. This imbalance also affected team morale, with staff feeling either overworked or underutilized. Ultimately, the department’s efficiency and the hotel’s reputation suffered, highlighting the need for optimized scheduling to balance cost control and exceptional guest service.
To address inconsistent staff scheduling, the hotel could implement a demand-driven workforce management system using historical data and forecasting tools. Theories like Herzberg’s Motivation-Hygiene Theory suggest that balanced workloads enhance job satisfaction, leading to better performance (QAA, 2018). Cross-training staff across roles would provide flexibility during peak times, ensuring smooth operations without overburdening any team members. Additionally, applying Lean Management principles, like reducing inefficiencies and aligning staffing with real-time demand, would help control labour costs while maintaining service quality (Benhadda, 2016). Regular feedback sessions with employees could further refine schedules based on their experiences and insights, fostering a more collaborative and efficient environment.
The learning experience in Marriott’s administrative showed me the importance of work-based skills, technical knowledge, and efficient hotel operations. Assisting the department manager offered a deeper understanding of task management, communication, and teamwork in maintaining high guest service standards. Observing daily operations highlighted the need for structured processes and strategic planning (Wood, 2013). Identifying organizational issues, like inconsistent staff scheduling, reinforced the importance of proactive problem-solving and data-driven decision-making. This experience has strengthened both personal and professional development, preparing for future leadership roles in hospitality by emphasizing adaptability, efficiency, and a guest-centric approach.
The practical experience in Marriott’s administrative department has been essential in developing work-based skills and technical knowledge required for managing hotel operations effectively. By observing and assisting the department manager, I gained practical insights into coordinating daily tasks, overseeing staff performance, and ensuring seamless guest service. This hands-on exposure improved my understanding of administrative processes like budgeting, scheduling, and policy implementation. It also strengthened my problem-solving, organizational, and decision-making abilities (Walker, 2017). Experiencing real-time challenges and solutions provided a deeper appreciation for strategic management, making this placement a crucial step in preparing for future leadership roles in the hospitality industry.
[bookmark: _Hlk192258187]Personal and vocational development play a vital role in shaping future career aspirations within the hospitality industry (ASET, 2017). Gaining hands-on experience through placements like this helps build essential skills like leadership, communication, and problem-solving. It also enhances industry-specific knowledge, such as managing hotel operations and delivering exceptional guest service (Hagg, 2013). To improve my skill set, I plan to pursue advanced hospitality management courses, attend industry seminars, and seek mentorship from experienced professionals. Additionally, I’ll focus on refining my organizational and time-management skills, staying updated on industry trends, and continuously seeking feedback to grow both personally and professionally.
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