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Introduction 
Best Western York House Hotel is one of the best hotel organisations in the United Kingdom, famous for its effective event organisation (york house hotel, 2024). The organisation's administrative operations play a crucial role, which is a core process for maintaining operational fluency. They directly influence the experience of their customers, which is essential in this contemporary era of competition. In its administrative department, effective menu planning, and maintaining cost are the most important part of its operations. As an employee, I have the responsibility to maintain the administrative operations in the hotel. In that job role, I aim to gain a broader idea of the hotel’s administrative work in the administrative department. This essay will elaborate on my experience as an employee in the administrative operations of the Best Western York House Hotel.


Discussion
As an employee in the administrative operations in of the company I have been given many responsibilities (ASET, 2017). I was in the administration management department of Best Western York House Hotel. This hotel is one of the best hotel organisations in the United Kingdom. Working i n that place has helped me to gain better idea about work-based skills, which is very important for me to maintain my relevance in the hotel industry. To discuss my experience in the company Schon model has been used in this assignment. Before joining as an employee in the business corporation I had an interest in the hotel industry, which has helped me in the process of initiating my career. I have effective time management skill, which has a significant importance in the hotel industry. In the hotel administrative department, I worked in the room cleaning department, which is very crucial for maintaining a hotel organisation as it helps to improve the overall experience of the consumers. My time management skills have helped me maintain my performance in the hotel organisation. In the room cleaning department, I had to work under pressure, where my time management skills have played a crucial role (BBC, 2024). I tend to maintain attention to detail at the time of doing any work and this skill has significantly improved my overall performance in the hotel industry. As an employee in the administrative department, I have to clean rooms in the hotel, which includes dusting vacuuming, mopping and sanitising (Bardi, 2010). I have a strong teamwork ability, which helps me to maintain my efficiency in a business organisation. With the help of these skills, I have improved my overall efficiency in the Best Western York House Hotel. My teamwork ability has helped me to communicate well with my subordinates, which is one of the essential parts in the hotel industry. Although I had great teamwork ability my communication skills were not that effective, which reduced my efficiency in the hotel industry. Before joining the hotel industry, I tended to increase my awareness of safety protocols (Hagg, 2013). With the help of this skill, I developed my interest in the hotel industry, as it provided me the opportunity to improve the experience of consumers in the hotel.  I have faced many issues while collaborating with other team members at the time of completing my tasks in the company. To improve the overall efficiency, I have enrolled myself in personal and vocational development. These helped me to improve my overall efficacy in the Best Western York House Hotel (QAA, 2018).
In this contemporary era of maintaining competitive relevance work-based skills and technological knowledge plays a crucial role. At the time working at Best Western York House Hotel, I realised the importance of work-based skills at the time of accomplishing my assigned work. I have also analysed those technological skills had significant relevance in my professional career (Casado, 2012). The second stage of Schon’s model has been used in this strategy to showcase my overall experience in the hotel industry. In the hotel, I had the responsibility to clean the hotel rooms effectively. It was very crucial for the hotel organisation, as it had the ability to improve the overall experience of the guests in the corporation (Fallon and Rutherford, 2010). I had to work under pressure, where time management skills had played a very essential role. I also maintained attention to detail at the time of cleaning the rooms, and bed sheets, which has me to improve the overall guest experience in the company. Technological skills have a significant importance in maintaining my overall efficiency in the hotel. With the help of this skill, I have maintained efficacy in using excel, which has helped to maintain fluency in the operations of the company.
While in the course of managing hotel administration, I came across a lot of challenges and issues. These issues and challenges significantly affected my efficiency and productivity in the work. For instance, meeting guest expectations was one of the most critical challenges for me. In order to express this in a better way, I can say that there was a lot of pressure in the workplace and I had little time which made me work in a hurry (Stevens and Cooper, 2023). With a lack of prior experience, I faced critical challenges in meeting the standard of the work which was challenging in maintaining guest expectations. Moreover, I am someone who is eager to learn things and consistently make changes in myself for improvement. However, with work pressure and limited time, It was also challenging for me to assess my progress and make changes (Williams et al., 2020). Considering the above-highlighted issues and challenges, it was critical for me to make effective strategies to cope with those challenges in future. For this purpose, I will work on improving my time management ability which would allow me to maintain time constraints and complete work within a given time. It will also help me manage my work pressure and time dedicated to self-evaluation and learning. In this regard, I will make use of a prioritisation technique. This technique allows individuals to arrange their multiple tasks based on their importance and complete them efficiently (Cottrell, 2022). I will arrange my different tasks according to their significance and will complete less important tasks between two significant tasks. 


Conclusion 
Summarising the above discussion, I have understood that in order to work efficiently in a professional atmosphere, it would be essential for me to enhance my interpersonal skills and develop effective strategies to boost my efficiency and productivity. In the above section, I have shared my experience of working in an administrative department at Best Western York House Hotel. I have reflected on my experience and personal development. At the hotel, my role was to maintain the administrative operations and cater to guests. Assessing my experience, I have found that time management is one of my biggest strengths which allows me to maintain multiple tasks and complete them within time constraints. I also have a teamwork ability which enables me to collaborate and work efficiently in a teamwork environment. Nevertheless, I faced challenges in completing tasks while maintaining service quality which was crucial in the hotel industry. In order to address this challenge and other challenges that I encountered in the workplace, I have developed several strategies.  


Action Plan
	Areas For Improvement
	How to Develop
	Resources Required
	Time Required

	Communication Skills
	In order to improve my communication skills, I will focus on improving my active listening. Active listening will help me understand things in a better way and express myself accordingly (Cottrell, 2024). 
	Online courses and YouTube óVideos
	2 months 

	Completing tasks while maintaining quality
	To achieve this objective, I will work on improving my time management. Time management will help manage multiple tasks and execute them efficiently. 
	Schedule Planner, Time tracker and Prioritisation charts 
	2 months 

	Handling sensitive goods
	To achieve this objective, I will foster my emotional intelligence which will allow me to maintain my emotions and stay calm (Dirican and Erdil, 2020). 
	Online videos and meditation course 
	1 month 
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