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Introduction
The hotel’s guest service operations of Best Western York House Hotel include the management and preparation of rooms, laundry, cleaning of public areas, cleaning of dishes, etc. My job role in this hotel was housekeeping where I had to change the bedding, wash the dishes, clean the rooms, etc. My objective was to learn how I could manage the different functions that are demanded from my job role within a short period of time. The following essay will discuss my experiences as a back-office employee. I will illuminate my experiences through the Schön reflective model to elaborate on the understanding that I gained about the company's administrative operations (Jessica Robinson, 2022). In the following assessment, I will elaborate on the experiences that I gained through this job and discuss how this has helped me in my personal development. 
 


Discussion
Through this experience, I have learnt many work-based and technical skills that are required for the work that I did. I used to change the bedding of the different rooms of the hotel. I was quite proficient at my work and I learnt a lot of skills throughout my experience. I learnt time-management skills and attention to detail skills. These skills have contributed to meeting and managing guest service expectations. I was thorough, accurate and consistent while completing my tasks. I was consistent in arranging the bedsheets in order, arranging the pillows in the beds which met the quality and standard of the hotel. I met the expectations of the guests in the hotel contributing to the success of the hotel. I have also learnt technical skills through my experience. I was required to update the number of bedsheets that I changed in a day. I updated the number of bedsheets in a spreadsheet. This enhanced my time-management skills as I needed to update the logbook of the rooms where the bedding was changed (BBC, 2024). I was also required to submit the number of bedsheets that I changed in a day. Thus, this experience has contributed to the understanding of the importance of work-based skills and the technical skills that were required to manage the guest service expectations. Through these skills, I can excel in my profession and satisfy the goals and objectives of the organisation that I am currently working in.
 I have learnt a lot of skills that I have learnt through my academic journey and in my job experience. The skills that I learnt are teamwork skills, safety skills, attention to detail skills and time-management skills. In my academic field, I completed many internships and completed many projects through which I have gained task management skills. I realised that my communication skills required improvement as I had issues while communicating with my professors. During my training period before getting the job role, I was trained to deal with emergencies where I was required to handle the customers of the hotel with care. Thus, I learnt about the awareness of health and safety procedures of the customers in the hotel (Demir et al., 2020). However, I do not have any previous experience in any industry as I am a fresher and this is my first job role. While doing this job, I learnt a lot about maintaining ethics, understanding the customers, and meeting the objectives of the organisation. It has enhanced my personal skills in its entirety and through these skills I can further excel in my career. 
Work-based skills are an important part of the hospitality industry which needs to be met to exceed the guest's expectations. There are several skills that I had to understand while changing the bedding as I had to change the beddings. I had to maintain time and pay attention to details whether I was performing my task with quality or not (Danao, 2024). Physical stamina was also required in this task as I had to lift and manage the mattresses. While performing my task, it was necessary for me to maintain hygiene and control infections. All these skills were necessary for me to perform my tasks with perfection and satisfy the guest's expectations (Lau, 2021). I was also responsible for giving the guests a personalised experience of their demands so that they could be comforted with the services. There was a guest that I encountered who needed a customised room where they could have every detail according to them (Seiter, 2023). I and two different staff were given this task. We had to adjust everything according to the demands. We did this effectively because of my effective collaborative skills, which helped me to complete the tasks within the time and with perfection (Schneider, 2018). 
There were several issues that I had to face while performing my duties as there were a lot of workload pressures that I had to handle. I had to maintain cleanliness and comfort in the environment of the hotel where my efficiency was very important. However, due to certain skill gaps, I was unable to efficiently fulfil my tasks (BBC, 2024). I had to complete my tasks within a particular time frame, we had to follow a strict deadline, which I was somehow able to meet. I was facing a problem in completing my task with quality within those timeframes (skillsyouneed, 2024). There was a shortage of staff in the first week and my fast task was changing the bedding. There was a lot of pressure for complete the task on time as the guests were coming, I tried to complete my task within the time and left the room before the guests would enter (Rumage, 2024). However, I was later informed by the manager that the guests were not satisfied with the bedding and were disappointed with my work. It was my first week and I had to hear negative feedback. I felt a little low due to this, but I was dedicated to making changes in myself and completing my tasks with perfection (Frost, 2020). Negative feedback is a way for us to make ourselves better and develop ourselves. I did not take that feedback negatively and tried to identify my flaws. I was dedicated to improving myself and gaining positive feedback next time.


Conclusion 
The above reflection discusses my experiences while performing a particular task where I had to change the bedding of the hotel rooms. I was responsible for maintaining quality while completing my takes within the provided deadline. I was able to effectively manage my time and complete my work before the deadline. However, I was unable to perform this task with quality. I also got to hear negative feedback due to this. I did not take this negatively and decided to work on myself to gain efficiency. The above reflection also elaborates on an instance where I had to work in a team and I was able to understand my strength of working collaboratively.
Action Plan
	Areas to be improved
	How to develop
	Resources required
	Time required

	Clumsiness
	I need to think critically and analyse the work before I work. I need to balance my day-to-day schedules accordingly and be sufficient in my work (Beach and Segars, 2022). I also need to enhance my organisational skills to manage my day-to-day schedules and work effectively in the organisation. 
	Books and Online videos
	1 month

	Maintaining quality
	To develop this skill, I will have to understand the standard of quality by observing the other experienced staff members. I will also have to practice that task to bring consistency to my tasks. I will also be gaining feedback from the manager and other staff members to understand my progress and will commit to providing excellent services. I will also try to stay calm and focused while I am under pressure (Caramela, 2024). This will help me to avoid mistakes and complete my task with excellence.
	Training materials and guidance from seniors.
	1 month
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Appendix
	Week 1

	Experiences/Tasks/Challenges/Lessons (outline hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	I had to change the bedding in the first 4 days of the week. While doing this I faced issues of finishing my task with quality.
	3rd September to 6th september
	
	

	I had to clean the room for the next three days of the week. I learned how to pay attention to details.
	7th September to 10th september
	
	

	Week 2

	Experiences/Tasks/Challenges/Lessons (outline hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	I was responsible for cleaning the rooms for the first two days of the week. I faced the challenge of handling the stains.
	11th September to 12 September
	
	

	I was asked to wash the dishes for the next five days and I faced the issue of handling the crockeries.
	13th September to 17th Septeber
	
	

	Week 3

	Experiences/Tasks/Challenges/Lessons (outline hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	I was responsible for changing the bedding for the next 5 days of the week where I learned to complete my task on time.
	18th September to 22nd September
	
	

	For the next 2 days, I had to clean the rooms where I was again able to effectively manage the time.
	23rd September to 24th September
	
	

	Week 4

	Experiences/Tasks/Challenges/Lessons (outline hotel department)
	Shift
(Date/Time)
	Student Signature
	Hotel Mentor Signature

	 I had to change the bedding for the next 3 days and I faced issues in handling the heavy mattresses and completing my task with quality. 

	25th September to 27th September
	
	

	In the last 4 days of my job, I had to clean rooms when the guests were already present in the room. Here I faced the issue of handling the belongings of the guests and face felt a lack of communication skills
	28th September to 2nd October
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