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Communication is the most critical process for the front office in the hotel to effectively connect with guests, staff, and other stakeholders. Front office communication involves both parts of the hotel including the back of the house and the front of the house (say, et al, 2019). It also related to various departments including housekeeping, parking, revenue management, restaurant, etc. to facilitate efficient service and handle various complexity of guests. Effective and efficient front office communication satisfies the guests and brings productivity.

The lesson I have learned from this unit
I’ve learned about the front-office communication of the hotel that facilitates guest satisfaction by providing excellent communication and services to guests. Front office communication brings a positive vibe to the hotel through a good communication channel among the department of the hotel and taking care of the guest’s happiness. It’s also ensured vibrant surroundings for pleasing guests by delivering proper communication of booking and reservation, guest services, managing revenue, etc.

Developed new skills and knowledge
I have attained some new knowledge and excellent skills while learning about the communication of the front office in the hotel. This period of learning brings me three types of communication procedures including verbal, nonverbal, and para-verbal.






1st week - Communication
Verbal Communication
Verbal communication implies all types of speech-based communication among two or more people. This verbal communication can be oral or written. In the front office of the hotel, both oral and verbal communication is required to facilitate the operation. Moreover, oral communication is practiced for communicating with the guests over the phone call and face to face conversation when they reserve the room by asking about the availability of the room and services (Sudantari, et al, 2019). Written communication can be performed by fulfilling formalities like filling the reservation form that includes the guest’s personal information.

Nonverbal communication
Nonverbal communication refers to a message that turns over data and information without using words. This communication includes facial expressions, body language, gesture, posture, attitude, mode, voice tone, other physical signals, etc. Furthermore, front office personnel needs to interact constantly by showing a smiling face and managing eye contact as well as presenting a positive impression to all the stakeholders especially guests (davies, et al, 2020).

Para-Verbal Communication
Para verbal communication refers to the procedures of sending messages by tone and pitch. Front desk personnel need to be present in a good manner and try to speak humbly as well as show calmness for making the environment more pleasant in the time of serving the guests.

2nd week - Personal Skills
Attention to Details 
Front desk personnel always try to provide precise information to the guest by concentrating on the details of every operation and service. They deliver exact input and review for digital schedules to confirm the accuracy of date and time (Fitriyani. Et el, 2021)

To Be a Good Listener
Front desk personnel require to have good listening skills and perform effectively. When the personnel listens carefully to all the things then they easily solve complexity and convince the guests as well as fulfill their demands by presenting a good vibe.

Practicing Good Emotional Intelligence Attributions
The training and development program of front desk personnel focuses on increasing the emotional intelligence and adoption of this attribute to perform in the front office. This capability ensures to convince and influence the guests to change their choice when their preferred room is unavailable for staying.

Be Open and Frank
Frankness refers to the personnel attribution including being open to talking, candid, and straightforward in discussions that improve the guest’s loyalty about the query and complaints of guests. This attribution brings trustworthiness and transparency as well as efficiency of the front office communication.

To Build Up a Good Relationship among all Department
Front desk personnel need to be managed through proper communication with all departments and showing respect to each other. Misunderstanding and miscommunication should be avoided and showing thanks to them for high productivity (Basalamah, et al, 2021).

3rd Week – Individual Assessment

Practicing Knowledge and Skills in Future 
In professional life, the above capabilities will bring lots of opportunities for me. Focussing on the details of information and precise conversation improves the service. A better listener always determines the key issues and problems. Moreover, Emotional intelligence helps me to show the right attitude in particular situations. Frankness and interrelationship provide me positivity and good bonding of respect and gratefulness as well as a better communicator in the workplace (Basalamah, et al, 2021).

My Reflection
This learning will contribute most to my future career in the hotel industry. To complete this module my communication skills will progress and increase my cognitive power and intellectual capabilities. This course will provide me with the ability how to communicate effectively with guests in the front office.
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