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[bookmark: _Toc159508683]Introduction 
The aim of the study is to gain a brief understanding of managing hotel administration. It will help in illustrating the hotel administration operations reflect on the experience I gathered while working in Clarion Hotel and focus on personal development. It will critically analyse work-based skills and technical knowledge and the organizational issues that were faced during the period. It will also help in understanding how to develop the gaps in future and ensure career development. 
Hotel administration operation
I performed multiple tasks within the past few weeks in Clarion Hotel but I was assigned more tasks in the dining and beverage service department (Prabhu, 2019). Here, serving food timely to the customers, taking away plates, arranging plates properly, communicating with the clients, taking orders, receiving bills and so on jobs are performed. I assisted my supervisor also helped in housekeeping service as I was focused on grabbing maximum skills and knowledge on different tasks that helped me learn administrative operations effectively. 
Learning objectives for the placement 
· To gain knowledge on how to satisfy customers in the hospitality industry and ensure career development. 
· To gain skills of hotel management skills and knowledge for developing a career by attaining the dream job. 
· To understand how to maintain great relations with the customers and contribute to the hotel’s growth. 
[bookmark: _Toc159508684]Gibbs’ reflective cycle
By implementing Gibbs’ reflective cycle, the placement experience I gathered in Clarion Hotel will be illustrated briefly which will help in understanding the strengths, and gaps and how they can be overcome by implementing different tactics in future (Hargreaves and Page, 2019). Gibbs’ reflective cycle is based on 6 stages and they are illustrated in the following – 
[image: The Gibbs Reflective Cycle - Free Template Download & Guide]
Figure 1: Gibbs’ reflective cycle.
Source: (Wikstrom, 2021).
Description: This stage describes the actual situation as it is included without adding emotional or interpersonal response (Siguaw and Enz, 2022). I was introduced to new people and the resources of Clarion Hotel. During my placement, I was assigned to work under the supervision of the dining and beverage service department and housekeeping (clarionhotel, 2023). During this period, I was introduced to a range of job roles that I needed to perform to develop my knowledge and skills. In addition, the supervisors provided me with deadlines which included me performing the tasks within the timeframe for ensuring a good impression to the people and in the new environment. 
Feelings: This stage explores the emotional aspects while going through the experience. I was scared and felt very enthusiastic at the same time (Bardi, 2010). As I will be performing new job roles in a new place and also unaware of the results and whether I will be able to complete different chores or not and satisfy the supervisor of Clarion Hotel with my performance. It was a mixed emotion for me as the placement results will lead me toward my goals. 
Evaluation: This stage includes evaluating the positive, negative and overall experiences gone through during the placement period in Clarion Hotel. While going through the placement I had gone through both positive and negative aspects (Wikstrom, 2021). Things that were positive for me were that I learned about the dining and beverage service department, the necessity of work-based skills and technical knowledge that help in managing and meeting the guest service experience. It helped me gain a range of new skills also I focused on implementing my existing skills which I gained from my previous experience from the academic journey (Hagg, 2013). However, things that were not positive for me were I faced issues in making effective communication, mismanagement of the orders and so on which impacted my performance negatively and the outcomes were not satisfactory for me. However, my supervisors gave me great backup which assisted me in achieving great outcomes. 
Analysis: Critical analysis of the positive and negative aspects that are identified in the previous stage is done in this stage. My supervisor at Clarion Hotel was really helpful to me including him to help me with my job roles (Fallon and Rutherford, 2010). For instance, how to arrange the plates, how to convey greetings to the guest, how to please the customers, when to take the plates from the customers' table, how to make effective communication and so on. As the supervisor was performing the role of assigning tasks and making the tasks done according to the organization’s needs and instructing me clearly he performed his job roles effectively and I was able to perform my roles and responsibilities effectively. The supervisor also delivered the tasks based on the employees' skills and capabilities. For instance, I was assigned to arrange tables for the guest, communicate with them when they arrived, taking away their plates after they were done with their food and drinks (ASET, 2017). On the other hand, the accountant performed the role of accounting the bills of the customers, the cook performed the job of cooking, and housekeeping performed the job of cleaning the place as we all were good at our specific jobs and working in other jobs where we lack skills or knowledge can impact negatively. Thus, I learned that work-based skills are essential which assist in managing and meeting the guest service needs experience and help in achieving great outcomes (Hargreaves and Page, 2019). During this period, I also focused on using my communication skills to communicate effectively with customers and subordinates in the workplace. We also performed different tasks as a team, for instance, when I was unable to understand the customers' needs or failed to deal with the customers, I asked my subordinates for assistance which helped me to gain more knowledge and skills. As I focused on monitoring the subordinates and learning from them it helped me develop my knowledge and skills. I also made a blunder during the placement period, for instance, I misplaced the food delivery to another table which offended one of the clients very badly and he was not ready to give the hotel management another 10 minutes to deliver the proper food he ordered (Rughubalan, 2009). As I was new the supervisor took the lead and tried to convince the client. However, as I made the mistake thus I wanted to compensate for the loss as the customers were not satisfied with the service. However, the supervisor provided complimentary ice cream which convinced the customer and avoided making negative ratings on the service of Clarion Hotel (Casado, 2012). It impacted my performance greatly as further I ensured not to repeat the same mistakes which helped me complete the placement effectively. 
Conclusion: The placement helped me gain great experience and helped me develop multiple skills, for instance, effective time management, improved organising skills, communication skills, and teamwork skills which I can implement in future and achieve great outcomes (QAA, 2018). However, I need to be more attentive to my tasks and also focus on developing guest-serving skills which will help me have a great career in future. 
Action plan: I will go through meditation and also research online tutorials on how I can develop my guest service and attentiveness (Tewan, 2009). It will help me gain great results and achieve effective results by ensuring improvements and development of skills and knowledge. 
[bookmark: _Toc159508685]Conclusion 
The placement in Clarion Hotel helped me develop my knowledge and skills in the administrative department and gaining this knowledge and skills will help me attain my future job. I have a range of skills which will help me cope in future. However, I have some gaps as well and overcoming them will assist me in achieving great results by ensuring career development. 
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