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[bookmark: _Toc149210205][bookmark: _Toc149214165][bookmark: _Toc149214285][bookmark: _Toc149214325]Task-1: Student Journal
[bookmark: _Toc149214286]I have learned to see the value of certain key skills that support my success in my profession as a hotel front office operative. My experiences have helped me to see how the Gibbs Reflective Model can be used to improve these talents. Some essential skills for working in the hotel front office will be covered in this reflection, along with how they relate to the Gibbs Reflective Model.
GIBB’S REFLECTIVE MODEL:
[bookmark: _Toc149210022][bookmark: _Toc149210206][bookmark: _Toc149214166][bookmark: _Toc149214287][bookmark: _Toc149214326]Communication Skills
Description: Any successful operation of the hotel front office revolves around effective communication. Every day I must engage with customers, colleagues, and management as part of my job. I must be able to actively listen, communicate information clearly, and modify my communication style to suit different listeners. I frequently encountered circumstances when having effective communication was crucial (Bardi, 2011).
Feelings: When challenged with difficult communication situations at first, sometimes I felt overpowered. When visitors became unhappy, it was stressful because I found it difficult to express sympathy and understanding. When I was able to calm down a stressful situation or assist a guest with their requirements, I also felt a sense of success.
Evaluation: To improve my communication skills, I sought feedback from my supervisor and peers. I also went to training seminars and workshops on communication skills. I came to see that effective problem-solving requires active listening and empathy. I started expressing awareness and eagerness to help by utilizing a quality of voice and body language that was pleasant.
Analysis: Through self-reflection, I perceived the significance of constant improvement in this ability. I noticed that every interaction whether positive or difficult, offered a chance to learn and develop. My superior relational abilities improved visitor fulfilment as well as made my work more pleasant and less distressing (Corgel et al., 2011).
Conclusion: Positive communication is a skill that I should persistently improve to succeed in my job. The Gibbs Reflective Model assisted me with grasping the profound and scholarly parts of this skill. By reliably rehearsing and looking for feedback, I've become more capable in this basic region.
[bookmark: _Toc149210023][bookmark: _Toc149210207][bookmark: _Toc149214167][bookmark: _Toc149214288][bookmark: _Toc149214327]Time Management Skills
Description: Effective time management is crucial in the front office of a hotel. As part of my job, I handle a variety of simultaneous responsibilities, including phone queries, guest requests, check-ins, and check-outs. Time management makes sure I can do the tasks required of me and yet provide excellent customer service (Tesone, 2010).
Feelings: At first, I frequently felt overburdened by the sheer number of duties. I had trouble setting priorities and occasionally felt like I was falling behind. But as I got better at managing my time, I began to feel more in charge and satisfied.
Evaluation: I read books and attended time management workshops to improve my time management skills. To find time-wasting tasks and process bottlenecks, I also kept a record of my everyday activities. I was able to change as needed as a result (Fallon, & Rutherford, 2011).
Analysis: After thinking back on my experiences, I concluded that establishing clear priorities, breaking down activities into manageable chunks, and removing distractions are essential for good time management. To organize my workday, I started utilizing technologies like to-do lists and time blocks.




Conclusion: I was able to appreciate the value of time management in my position with the use of the Gibbs Reflective Model. My efficiency and ability to manage the numerous needs of the front office have increased as a result of my active efforts to improve this skill. My days are now less messy and stressful.
[bookmark: _Toc149210024][bookmark: _Toc149210208][bookmark: _Toc149214168][bookmark: _Toc149214289][bookmark: _Toc149214328]Customer Service Skills
Description: I play a vital part in the front desk of the hotel, providing excellent customer service. Since I am the first person that visitors interact with, the quality of their experience frequently depends on me. It requires being alert, cordial, and kind.
Feelings: At first, I had anxiety as I felt under pressure to meet the high expectations of my guests. However, I felt a great feeling of satisfaction and pride when I got compliments and saw guests leave with smiles. (Lucas., 2023).
Evaluation: To upgrade my customer service skills, I participated in client assistance training programs and noticed experienced associates who succeeded around here. I likewise effectively looked for criticism from visitors through post-stay reviews and remarks.
Analysis: As I thought back on my experiences, I realized that providing excellent customer service requires paying close attention to what visitors have to say, fulfilling their requirements, and going above and beyond to satisfy them. When interacting with a wide variety of visitors, I discovered how important empathy and flexibility are.
Conclusion: The Gibbs Reflective Model has helped me to appreciate the emotional and intellectual elements of bringing outstanding customer service. Now, I approach each guest's communication with a commitment to creating a positive and outstanding experience (Lucas, 2022).
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	Sno.
	Objective
	What would you do to achieve the objective
	Place
	Targeted time

	1.
	Improve Communication Skills
	For ongoing self-evaluation, constantly ask your boss and your peers for comments. Attend lectures and courses on communication skills. Engage in daily conversations with active listening and empathy. Keep your voice and body language nice. 
	At Workplace
	1 month

	2.
	Enhance Time Management Skills
	Attend workshops on time management and read literature. Keep a daily activity record to track time-wasting activities. Prioritize your everyday duties. Divide tasks into small portions. Avoid becoming distracted while working.
	At Workplace
	2 Months

	3.
	Develop Customer Service Skill
	Review and consider your interactions with customers, time management, and communication frequently. Depending on feedback and introspection, revise and change your methods.
	At Workplace
	4 Months
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