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[bookmark: _Toc182220989]Introduction 
As part of my job at the Best Western Abbots Barton Hotel in Canterbury, I viewed my supervisor’s work in the Back Office. This is how I learnt about the hotel's routine tasks. The person in this job had to keep an eye on and help with a wide range of daily management and operational tasks that the hotel needed to run. The main goal was to learn skills that would help at work, especially in areas like resource management, communicating with other departments, and helping guests (Casado, 2012). I also wanted to learn more about how hotels are run. Taking on these duties helped me improve my speaking, time management, and teamwork abilities, which are all important for a job in hotel management.


[bookmark: _Toc182220990]Section 1: Reflection on Experience and Personal Development
In this section, using Gibbs's reflective model my personal experience and development plan is discussed briefly.

[image: Gibbs Reflective Cycle - Assignment Help Australia]
[bookmark: _Toc182220598]Figure 1: Gibbs Reflective Cycle
Source: (Galli and New, 2022)

[bookmark: _Toc182220991]Description
During my job, I shadowed my boss in the Back Office to learn more about how the hotel's management processes help it run every day. Among the tasks were handling booking systems, keeping an eye on supplies, and dealing with customer service problems, all of which needed coordination between departments (Rutherford and O’fallon, 2010). My main job responsibilities were to help with these tasks, keep an eye on how things were run, and get used to day-to-day activities so that visitors were happy.

[bookmark: _Toc182220992]Feelings
At first, the fast-paced setting made me feel stressed because I had to do everything right away. But as I learnt more about the steps and standards, I felt surer of myself. I realised that quickly fixing problems and being flexible would help me meet the hotel's constantly changing needs.

[bookmark: _Toc182220993]Evaluation
One good thing about this experience was that it gave me a chance to learn about many parts of hotel management. Seeing how well my supervisor managed time, tasks, and resources helped to understand how important administrative skills are for getting things done quickly. But at first, it was hard for me to understand all of the hotel's software systems. This made me realise how important technology skills are in hotel management.

[bookmark: _Toc182220994]Analysis
This arrangement really helped me get better at managing my work, working with others, and talking to people, among other important skills. It was very important to be able to talk to each other, especially when sharing guest wishes between offices. Even though I learnt the basics of how hotels work in school (Levels 4–6), using these skills in the real world made me realise how important it is to be able to communicate and work with others in a variety of situations. For example, getting everyone on the team to work together to change guests at the last minute takes polite, quick, and clear communication (Haag, 2013).

[bookmark: _Toc182220995]Conclusion
When I think back on this, I realise how important it is for a boss to have both technical and people skills. Observing and helping with jobs has given me more real-world experience and shown me how important it is for hotel managers to be flexible and communicate clearly.

[bookmark: _Toc182220996]Action Plan
When I get a new job, I want to keep learning how to use hotel systems more technically, especially software for management and administration. Getting more training in hotel management systems will help me improve my skills in a busy setting, which is important for being able to change quickly and do a good job of managing my time (Johnston et al., 2012).

[bookmark: _Toc182220997]Section 2: Critical Analysis of Work-Based Skills and Technical Knowledge
Work-related skills and knowledge of how to use technology are very important in hotel management for keeping guests happy and running the business well. Managing guest requests, using booking systems, and being able to do more than one thing at once were skills that I learnt through my experience. These traits directly affect how happy and loyal passengers are because they lead to smooth operations and quick service, which in turn affects these traits (Raghubalan and Raghubalan, 2009).
One very important skill I learnt was how to quickly judge guest ideas and tell my team what they meant. This skill is especially important in the "Back Office," where administrative staff members often deal with guest complaints. According to ideas about hotel management, timeliness is important for providing good customer service. This is why my boss stressed the importance of active listening and quick follow-up.
The job also made me realise how important it is to know how to use technology, especially in programs like property management systems (PMS), which keep track of bookings and income (Bardi, 2010). At first, it was hard for me to understand how the system worked, but after more training, I learnt that using the PMS correctly could help maximise room availability and cut down on repeat bookings. As we learnt the role of technology in hotel management, this real-world experience made the classroom information more useful.

[bookmark: _Toc182220998]Section 3: Reflection on Organisational Issues
During my placement, I ran into a problem with how the company handled contact between departments. It was easy to see how a mistake between the back office and cleaning could cause a delay in the availability of a room. The cleaning staff didn't know about a high-priority guest reservation because they didn't have enough information. This ruined the visitor's experience and caused a slowdown in-room preparation.
The department's success was hurt by bad communication, which affected both how well they served guests and how well they ran other operations. Some ideas about workplace culture say that problems like these are often caused by bad information flow (QAA, 2018). This conversation made me realise how important it is to have systems in place that make sure data is shared quickly and openly between teams.

[bookmark: _Toc182220999]Suggested Solutions
I suggest the best way to solve this problem is to give the cleaning and back-office teams a single digital tool or monitor. The system would let people know in real-time which rooms are available and when they will be cleaned. Regular discussion between departments may also help people work together better and explain problems (Aset, 2017). Organisational behaviour theory says that more contact between departments makes teams work better and lowers the chance of service delays.


[bookmark: _Toc182221000]Conclusion and Action Plan
By reflecting, I have learnt a lot about the practical side of running a hotel when I think about where I fit in at the Best Western Abbots Barton Hotel. By following a boss around, I learnt how important office work is and what skills are needed for good guest service and operations management. My past experiences taught me how important professional skills, teamwork, and communication are for running a great hotel. Going forward, I want to improve my basic hotel management skills as well as my conversation and problem-solving skills. Because of this, I want to learn more about hotel software systems and maybe go to a meeting for hospitality managers. I also want to work in customer service to boost my confidence and learn how to quickly meet clients' needs. This place has made me even more determined to work as a hotel manager, preferably in an administrative job where I can use my technical knowledge and people skills to give guests the best experiences possible.
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