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	[bookmark: _Toc150897687]Introduction
My employment placement working experiences is at the front desk and back office within an administrative role of the Ibis Hotel Bradford Shipley. Ibis is a French brand of budget hotels owned by Accor. I am currently 3rd week onto my 10 week placement. I have discovered from experience that handling a variety of scenarios in an administrative position at a hotel calls for a unique set of abilities and qualities. At the front desk, I was responsible for scheduling, booking, invoicing, and other administrative duties.
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Figure: Ibis Hotel Bradford Shipley (Trischler & Li-Ying, 2023)



Gibbs Reflection Model
Using the Gibbs reflection model, I can think back on my experiences working at the Ibis Hotel Bradford Shipley as an administrator (Lingens, 2023)
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Figure 1: Gibbs Reflective Cycle (Mihailova, 2023)

Description
In my role as an administrator at the Ibis Hotel Bradford Shipley, I was responsible for welcoming and serving new visitors. I was also introduced to the list of attendance for each respective employee to sign in when on duty. I had to handle a lot of different things, including scheduling, paying, and booking. According to Neligan et al. (2023), my hotel colleagues assisted me in completing the activities according to the correct guidelines.

Feelings
I was really excited to be working as an administrator in such a distinguished atmosphere when I initially began. I found that certain skills—like problem-solving, creativity, inventiveness, communication, time management, and the like—need specific methods to advance over time. But my co-workers were sympathetic to my situation as a novice and guided me through this unfamiliar territory (Pan et al., 2023).


Evaluation
I believed that someone might feel more secure in their ability to provide services if they had a thorough understanding of the offerings. I had to carry out a managerial task. One of the most critical abilities to possess while working in a hotel, in my opinion, is excellent communication (Hagg, 2013)

Analysis
My investigation revealed that analytical skills and critical thinking are necessary to tackle the variety of issues that arise in the workplace. The receptionist showed me the rota of each employee on duty, which was situated at the back office, on the notice board (QAA, 2018)

Conclusion
I have learnt from my experience as an administrator at the Ibis Hotel Bradford Shipley that gaining work experience may improve one's knowledge and abilities (Schmück, 2023).

Action Plan
I want to work on honing my communication skills since they are crucial for being a productive employee in the hotel business (Smania et al., 2023). This task has also helped me to understand how important reflection is for promoting personal growth and learning.


	Section 1: Reflection on Experience and Personal Development

Enhancement of Communication
The significance of communication skills is another important takeaway from my stay at the Ibis Hotel Bradford Shipley. Nevertheless, I was able to practically grasp the core of effective communication in the workplace only during my time as an administrator working at the front desk. Through my daily experiences, I was able to improve my communication abilities (Saura et al., 2023). Based on my academic background, I was aware that effective communication is a crucial ability in the corporate world, particularly in the service industry. 

Practical Education
I have discovered that being a successful administrator involves critical thinking and communication skills. The many obstacles provide rich environments for development and teach (Smania et al., 2023). I have gained a great deal of knowledge during my time while working as an administrator at the Ibis Hotel Bradford Shipley. I learnt a lot about workplace dynamics as a result of the difficulties I had while completing the different jobs (Casado, 2012)

Growth of Leadership
I got to see first-hand what kind of leadership qualities are necessary for an administrator. Hotel staff members need to keep improving their skills in order to meet the ever-changing demands of their patrons. One of the most important characteristics that sets one employee apart from another is leadership, as I discovered during my employment at the Ibis Hotel Bradford Shipley. Participating actively in the projects helped me to hone my leadership skills (Trischler & Li-Ying, 2023).






	Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge

Fundamental Skills
Employees must devise strategies for enhancing their skill sets via further education and experience. Examples include analytical thinking, emotional and cultural resilience, a thorough understanding of the services, effective communication and leadership, and deep knowledge of the field (Trischler & Li-Ying, 2023). At a reputable hotel like Ibis Hotel Bradford Shipley, administrative front desk work needs the mastery of a few key abilities. 

Communication Expertise
I discovered that in addition to receiving formal instruction, these abilities may also be acquired via hands-on training under the supervision of peers (Schmück, 2023). Acquiring technical skills like lodging, invoicing, scheduling, and similar tasks is also necessary for hotel employees. 

Applications of Theoretical Knowledge
To comprehend their expectations, for example, I have learnt to consider things from their point of view. With this way of thinking, I was able to provide better customer service (Smania et al., 2023). During my time in an administrative position, I also got to put my theoretical knowledge to use. While I learnt in school that it is important to keep learning throughout life in order to meet changing needs in the workplace, working at the Ibis Hotel Bradford Shipley gave me the opportunity to see this concept in action. 








Section 3: Reflection on Organisational Issues

Workplace Disagreements
My colleagues planned to develop their talents in order to move up to a higher job. I encountered several difficult circumstances while working at the Ibis Hotel Bradford Shipley and had the chance to use my conflict resolution skills (Saura et al., 2023). In the job, conflicts are unavoidable. Employees in the hotel sector are required to deal with guests on a regular basis. As a result, workers need to be psychologically and technically ready to confront and resolve disputes (Bardi, 2010)

Vapours in the Organisation
While working at the front desk, I have experienced some critical issues. Even a top-notch hotel like Ibis Hotel Bradford Shipley sometimes has several flaws in its current service design. These variations in size might occur periodically.  Frontline personnel possess the greatest ability to recognise these gaps. I can attest to this occurrence from my own experience working in an administrative capacity at the Ibis Hotel Bradford Shipley. With a few little tweaks, my colleagues might suggest ways to enhance services. It dawned on me that workers in the hotel sector need to pay careful attention to the ways that approach and offer services are changing (ASET, 2017)

Culture of Organisations
The engagement and performance of workers are significantly influenced by the culture of their respective organisations. I was able to sharpen my software learning skills while interacting with hotel visitors (Pan et al, 2023). The Ibis Hotel Bradford Shipley places emphasis on the innovative thinking skills of its staff, which ultimately influences the quality of its offerings.







	Section 4: Future Action Plan
Continuous Education
Employees in the hotel sector are required to continually enhance their abilities in order to fulfil the changing expectations of clients (Lingens, 2023). While working at the Ibis Hotel Bradford Shipley, I was able to realistically see the implementation of this principle, even though I had learnt via my academic pursuits that it is vital to study continually to keep up with the changing workplace needs. 

Setting Professional Objectives
I have discovered that establishing professional objectives helps staff to advance their competencies—a lesson I learnt during my time at the Ibis Hotel Bradford Shipley. While interacting with hotel visitors, I also got the chance to improve my software learning abilities. According to Neligan et al. (2023), my colleagues intended to advance their status by upgrading their competence.
Techniques for Enhancing Skills
I discovered that some talents need certain approaches to develop gradually, like problem-solving, creativity, invention, communication, time management, and similar abilities (Mihailova, 2023). Workers need to come up with plans for skill development based on ongoing education and experience. 














	Conclusion
Thus, Professional goal-setting is important for staff members to progress their abilities, as I have learnt from my work experience at the Ibis Hotel Bradford Shipley.  My time spent working as an administrative assistant at the Ibis Hotel Bradford Shipley has taught me a lot of valuable lessons. I had the opportunity to learn about the many competencies needed to become a productive employee providing hotel services. 
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