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The front office department is the most important department of a hotel. In the hospitality industry, it is also called the first and the last impression on the guests. When guests enter the hotel first meet with the front office employee to check in and then going back or leaving the hotel will again meet to check out (Sari et al., 2020). Life skills help to develop the confidence, attitude, understanding, and habits for success. Some students said that they were not at all aware of the gold standard of hospitality in hotel management and how to meet the standards of guest experiences (Jefferis and Hutchinson, 2020). This is a detailed reflection and analysis of how these skills work in the hospitality industry and what more can be achieved with them. 
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Description:  Experienced an administrative role within the Front Office at Best Western Hotel. It was the department of the reception
Feeling: this was a great experience working in that position it gave me a good knowledge about technical and work-based skills (Pieper et al., 2021). It gave me a good experience in the management industry.
Evaluation: Gain knowledge and it gave me a chance to learn new things, although the experience was good there were some factors that were not so good like sometimes some clients' attitudes were different which caused misunderstandings.
Analysis: With this job experience I was able to manage the guests because this experience gave me knowledge about work-based skills which are effective communication skills, leadership skills, effective listening, and management skills. Other ways to learn about the technical field (Bauer, 2020).  With these work-based skills and technical knowledge, I was able to meet and manage guest service experience. Better communication helped me to communicate well and understand their demands same as other skills were essential to create a better understanding with the clients. Technical knowledge helped me to manage the records online and to use AI applications.
Conclusion: I would have done better in some places where conversations with clients became heated. Now I understand the attitudes of different people are not the same so handling them accordingly is a better solution than I would have used before.
Action Plan: if these types of situations occur again I will try to be patient and if the situation becomes worse I will consult my seniors with patience and calm (Markkanen et al., 2020). I will try to understand the client's side and make him understand my side with effective communication and good listening.
Personal development planning will help to improve vocational development. It is the process that enables a person to find what the person wants like what are their ambitions and aims and what skills they need to have to achieve it (Cottrell, 2021). Vocational training and development is the provision of skills, attitudes, and knowledge that are needed for the workplace (Kombe, and OFFICER, 2020). This may include hotel management communication skills, teamwork, task management, personal skills, and guest service expectation		
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Worked-based skills that are required for hotel management are communication skills, leadership skills, effective listening skills, and management skills. Many more skills are also important but these are some of the major skills. Communication skills can teach better to deepen relations in personal and professional life. Communication skills can be helpful in avoiding conflicts, and compromise and can help in good decision making (Mukhiddinova et al., 2021). Next is a leadership skill that is important in the organization same in hotel management it helps to align people with the new strategies that are required to achieve something (Guzmán et al., 2020). Effective listening can be helpful in creating a better understanding and management skills are most important in hotel management. Technical knowledge has become more efficient in this field because the hospitality industry is the predecessor in incorporating technologies for this reason hotel management industry has advanced AI and robotic technologies so to use them technical knowledge plays a crucial role (Pizam et al., 2022).
Worked-based skills encountered during the shadowing experience was when I had to manage the clients, At that time good communication was important, and with effective communication, I was able to meet their service expectations. With a good leadership skill, I was able to lead my team to the best hospitality. In some cases there were very difficult challenges was there for me but management skills and effective listening helped me to listen to the problem carefully and use my management skills to find the solutions. Technical knowledge was helpful in delivering services with AI-based devices and robotic technologies. Technical knowledge was useful in creating the records and data online which is also cost-saving.. For example, when I interacted with a client who was not from the same nation the first step needed was to communicate with the client about their requirements in that case leadership skills helped me to take the help of an employee who had the knowledge of that language. Next was the need for technical knowledge to make verifications and legal procedures online. Then, managing with good services online and offline with good coordination. Managing the full team to coordinate with these types of clients needs good administrative skills and this experience helped me a lot to face this challenge.
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Reflection in action
Some of the strategies that worked before in hotel management during the interaction with different national clients that had a different attitude and speaking styles that created some small misunderstandings but with good leadership that was talking with a team member who has the knowledge about the same language those clients were speaking (Newman, 2020). Then with the help of the team managed their services online and offline and with good technical knowledge maintained all the records data and legal procedures.
Reflection on action
considering the same situation, I would have welcomed them first as a guest in our nation which may helped them to change their style and before communicating with them I would have already preferred my team member who had the same language knowledge (Newman, 2020). This would have saved time as well as a change of attitude and a good management skill.
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	What skills need to be  improved
	What resources are needed
	What will I do to develop these skills
	Time required to develop these skills

	Communication
	Learning online and communicating with others
	Try to communicate more with the team to improve communication communicate more with friends and family.
	Two to three months

	Teamwork
	Examples of best teamwork, finding solutions online and with the help of seniors
	Apply best leadership skills and introduce employee engagement in the team.
	Two months

	Task management
	Different tasks and difficult tasks to check the ability.
	Give task more to the team and take difficult tasks for myself so that I can learn to  manage the tasks
	Three months

	Personal skills
	Analyse me with proper guidance
	Analysing myself and working on the weak points
	Two months

	Guest Services
	Old records from the hotel and old experiences from seniors
	Good communication and effective listening create a better understanding of the clients.
	One month



This future action plan is aligned with personal and vocational development because, with the use of these skills, communication is a basic need of humans, and with good communication, teamwork can be easily managed. By self-analysis, vocational development can be done (Farrell, 2020). If a person is personally active and has good skills can help their team to work on the same basis and good teamwork helps in the growth of the industry.
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The hotel industry is a very big industry in the world. Overseas clients and tourists are permanent guests in this industry and to manage them good work-based skills and technical knowledge are important. As discussed above the experience of interacting with them how these skills helped me to process and handle the administrative time. Personal and vocational development is essential in this industry when a person is personally managed will help the team to work more efficiently which will result in a good shaping of future career aspirations within the guest hotel guest service industry.
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