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Working at a hotel front desk requires a combination of interpersonal, communication, and organizational skills. Some key skills needed for the job include:
Customer Service: Providing excellent customer service is a must for anyone working at a hotel front desk. Therefore I will be friendly, courteous, and patient while dealing with guests.
Communication: Effective communication skills are essential, including active listening, clear verbal communication, and strong writing skills.
Organizational Skills: Managing reservations, handling paperwork, and multitasking require excellent organizational skills.
Problem-Solving: I will be able to solve problems quickly and effectively when they arise. This may involve finding solutions to unexpected situations, such as overbookings, complaints, or service failures.
Computer Skills: Many front desk tasks require the use of computer systems, so proficiency in basic computer skills and relevant software programs is important.
Attention to Detail: I will be looking after to attention to detail which will be crucial in ensuring that all guest needs are met and all paperwork is accurate.
Flexibility: If I be a Front desk staff I need to work upon varying shifts, be on call, or work overtime when needed.
Overall, working at a hotel front desk requires a combination of people skills, organizational abilities, and technical proficiency to provide excellent service to guests. 
I have analysed that Customer service is the cornerstone of the hospitality industry, and it is essential for all hotel staff to provide excellent customer service to guests. For example, if a guest has an issue with their room or needs assistance, being a front desk staff must be responsive and able to address their concerns in a timely and courteous manner. This will be requiring active listening, empathy, and a willingness to go above and beyond to assure guests are satisfied with their stay.
I have recognised that Communication is also critical in the hospitality industry. Therefore If I lay Clear and effective communication it will help me to assure that all guest requests and concerns are addressed promptly and accurately. Being a Front desk staff I will be able to communicate effectively with guests, colleagues, and other hotel departments, such as housekeeping and maintenance. For example, if a guest requests a late checkout, Being an appointed front desk staff I will communicate this request to the housekeeping department to assure that the room is cleaned at a later time.
On the next side, I have researched that Organizational skills are also essential in the hospitality industry. For example, As a front desk staff, 
I will be able to manage multiple tasks simultaneously, such as handling phone calls, checking guests in and out, and managing reservations. Further, I will be communicating regarding maintaining accurate records and managing paperwork, such as guest registration cards, invoices, and credit card authorizations. This requires excellent time-management skills, attention to detail, and the ability to work efficiently under pressure.
In my reflection, I have highlighted the importance of customer service, communication, and organizational skills in the hospitality industry and the way they will be helping me to showcase my talents in future hospitality companies. These skills are crucial for all hotel staff, therefore I have seen that these are especially important for front desk staff like me who are the key body of the hotel and the first point of contact for guests. By providing excellent customer service, communicating effectively, and being organized and efficient, Being front desk staff will be helping assuring that guests have a positive experience and are more likely to return in the future.
Being a Hotel front desk staff in the future I have adhered that these skills are essential for providing an excellent customer experience, as they are the first people that customers interact with when they enter the hotel. Being a front desk staff My attitude and mannerisms can greatly affect the customer's opinion of the hotel and their overall experience. As such, it is important for me to possess a number of key skills (Wood, 2013). 
First and foremost, excellent customer service skills are essential for front desk staff. Therefore, I would have to be friendly, courteous, and helpful, and possess the ability to anticipate and quickly address customers’ needs. Also, I need to be knowledgeable about the hotel’s features and offers and be able to provide accurate and relevant information to customers. Relying on my responsibilities I also need to ensure that customers feel welcome and go out of their way to make them feel comfortable.
Being a front desk staff, I should also possess strong problem-solving and multitasking abilities. As these will be helping me to handle multiple tasks at once, therefore I should be able to prioritise tasks and effectively prioritize customer needs. I need briefly need to quickly address and resolve customer inquiries or issues.
Furthermore, strong attention to detail is also necessary. Being a Front desk staff, I will have to pay close attention to customer details, such as names and preferences, to ensure that their stay is personalized and memorable. Attaining a state of perfection, I need to be aware of the hotel’s policies and procedures, and assure that they are accurately followed.
Overall, it has a bunch full of roles and precise responsibilities being a front desk staff will be possessing a number of important skills and knowledge, as I will be tasked with providing an excellent customer experience and ensuring that customers leave satisfied. Therefore, I will be adhering to the importance of front desk hotel staff skills in order to provide top-notch customer service.
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In this scenario–It is your first day as a front desk associate and your manager has phoned in sick. Create an action plan and answer the following questions.

	What are you going to do to ensure that the hotel is represented well to guests?
	How will operations run smoothly throughout your shift?

	Why would you consider your plan being the most effective?

	What contingency plan will you put in place to ensure quick resolution of this scenario in the future?


	I will be Greeting guests with a warm and friendly welcome and to make them feel comfortable.

	I will be welcoming customers softly and courteously. Upon arrival, as a front desk staff, I will be providing a precise response to the issues and complexities they find while arriving to the hotel.

	I have created a plan to ensure that all tasks are completed efficiently and on time. I have taken the initiative to prioritize tasks and manage my time wisely to make sure all goals are met in a timely manner
	I will be establishing clear lines of communication between staff and customers. Ensure that staff are aware of customer expectations and can easily communicate them to customers.


	I will be Listening carefully to guests’ inquiries and responding appropriately.
	I need to Answer inquiries and provide assistance: Being a Front desk staff will be known edging enough to answer customers’ inquiries and provide assistance as needed.
	I have implemented a system of checks and balances to ensure that all tasks are done correctly, and all customer requests are handled in a professional manner.

	I would develop effective customer service and problem-solving skills within staff. Ensure that other staff are knowledgeable and able to handle customers' inquiries and requests in an efficient and courteous manner

	I will adhere to Answer questions about the hotel and local attractions and providing helpful the information when needed.

 

	I will be Organizing and maintaining information. Therefore, being a Front desk staff I should keep records of customer interactions, bookings, and transactions.

	 
I have developed effective communication strategies with colleagues and customers to ensure that all requests and complaints are heard and addressed in a timely and efficient manner.
	I will be Creating standardized procedures for common customer service scenarios. Document these procedures and review them with junior staff on a regular basis to ensure that they are being followed.


	I will assure that all necessary forms and documents are properly filled and signed.
	I will look after handling cash, credit card, and check payments: Front desk staff should accurately process payments and settle any discrepancies.
	I have implemented proactive strategies to ensure that all customer expectations are met and that the customer service experience is a positive one.

	Considering having a backup plan in place in cases of an emergency. This plan should include instructions on how to handle the situation and contact information for appropriate personnel.

	Adhere to the hotel’s policy and procedures in all interactions with guests.



	I will be monitoring visitors and visitors’ access to the premises: Front desk staff should monitor visitors and ensure they follow the rules and regulations of the facility. 

	I have used my technical knowledge and experience to ensure that the front-end staff is adequately equipped to fulfil all tasks and duties in a timely manner.

	Subjecting junior staff with the necessary tools, equipment, and supplies to effectively serve customers. Assuring that being a front-end desk staff in a hotel I must be updated, with accurate information about products and services.  




Component Three:
Contribution to Overall Module Assessment: 50% (1000 words +/- 10%)
Writing in essay format - Describe the key elements that are required when considering these four elements of hotel operations:

Property Management Systems (PMS)
Property management systems are what allow hotels to effectively manage their reservations and inventory. Property management systems are integral to the operation of a hotel. Being a front desk staff, I should be well-versed in the system so that I can efficiently manage reservations. These systems allow for data to be collected and stored, providing insight into the occupancy of the hotel and its trends over time (Tesone, 2012). It is important for hotel staff to be able to quickly and accurately access this data in order to make informed decisions about pricing and promotions. Property management systems also provide the capability to track guest information, such as contact information and reservation details, and can be used to generate reports and analytics for check-in and check-out processes, housekeeping services and more.
Hotel reputation
Hotel reputation is built on the quality of the guest experience. Guests expect to receive friendly and courteous service, as well as a clean and comfortable room. It is important that the hotel staff is knowledgeable and can provide answers to guests’ questions. Additionally, providing amenities such as complimentary breakfast or use of a fitness centre can help differentiate the hotel from its competitors. Ensuring a good reputation for the hotel is also essential. Being an Front desk staff I must be trained to act professionally at all times and be able to handle customer queries and complaints diplomatically. I should also be familiar with the hotel’s policies and procedures and have excellent knowledge of the amenities and services offered at the hotel. 

Communication
Communication between staff and guests is essential for providing a pleasant guest experience. Hotel staff must be able to clearly and effectively communicate with guests in order to answer their questions and address any issues that arise. Additionally, communication between staff should be efficient and clear to ensure that tasks are completed properly and on time. Good communication is key for me as a front desk staff in the future, to be able to effectively communicate with other departments and staff (O'Fallon and Rutherford, 2010). It would be precise to interpret customer needs and relay the information to the appropriate departments in order to provide the best possible service. 

Staffing 
Finally, staffing is a critical component for operating a successful hotel. From the front desk to housekeeping, each position must be staffed with knowledgeable and experienced individuals in order to provide a pleasant guest experience (Sturman et al., 2011). Finally, as a front desk staff, I will be able to manage staffing needs effectively. I should be able to monitor staffing schedules and ensure that the hotel has sufficient staff on hand to provide services to guests. I  should also be familiar with the hotel’s hiring and training processes so that new staff can be trained quickly and efficiently. It is important that the hotel team is able to provide guests with answers to their questions and can effectively address any issues that arise. Additionally, having a manager on duty at all times is essential for ensuring that the hotel is running smoothly and efficiently. 
In conclusion, property management systems, hotel reputation, communication, and staffing all play vital roles in successful hotel operations. 
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