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Computer skills 
In order to become a "Hotel Front Desk" in the professional journey, individuals have to possess advanced knowledge of computers. In this aspect, the individuals have to acquire incredible ideation on “MS Excel”, “PowerPoint”, “spreadsheets”, and “word processors”. As per the view of Fahmi and Ali, (2022, p. 827), the required professional skillset and interpersonal competencies of an individual provoke them to excel in their professional field and widen the scope of career progress. 
Communication skills
On the other hand, Hotel Front Desk must possess an incredible communication standard through which they can flawlessly communicate with unknown people (Heslin et al., 2019, p. 2122). In order to become a proficient “Hotel Front Desk”, I have to pay attention to my communication abilities, public speaking capabilities, and active listening skills. By possessing this skill set, I would be able to communicate with unknown visitors in the hotels without any hesitation. My excellent level of verbal communication standard and confidence level would help me to create direct eye contact with the unknown visitors of the hotels and resolve their queries with a satisfactory approach. Having excellent written and verbal communication power indicates that the individual would be successful in maintaining a good telephonic conversation.   


People skills 
As stated by Linder, (2019, p. 565), individuals who are possessing a great level of people skills can be able to excellently manage a team, indicating an eventual evaluation of team-leading capabilities. In order to become an efficient “Hotel Front Desk”, I would have to gather in-depth ideation of people skills so that I can provide excellent customer support and eventually be actively involved in increasing customer satisfaction intensity. Thompson, (2021) opined that people skills are important in the workplace to incredibly interact and communicate with others for increasing the aggregate performance level of the business institutes. In order to become a proficient “Hotel Front Desk”, I have to pay attention and sharpen my people skills so that I can flawlessly interact with unknown people and remove my public speaking fear attitude. Having this kind of skill set, a Hotel Front Desk can have great ideation in customer or visitor handling skills and actively listen to them to resolve their queries. By possessing this skill set, the Hotel Front Desk can be able to automatically acquire active listening skills, immense patience power, and a perfect nonverbal cue gesturing style. 
Punctuality skills 
In order to become a proficient “Hotel Front Desk”, the individuals have to consider the interpersonal skill set such as punctuality. According to the perspective of Gebbels et al., (2020, p. 135), punctuality type of soft skill is essential in the workplace to eventually recognise as a great time handler. Being punctual in the hotel industry indicates that the individual truly cares for the teammates and considers the allocated tasks seriously. 
In order to become a good hotel administrator in future, I have to sharpen my existing punctuality skills so that I can complete my deadline-based jobs without any errors. I would be able to become a great multitasker to complete jobs which will have a similar deadline. In case I have not possessed punctuality skills, then it would be difficult to maintain great professionalism and henceforth, my career progression graph as a “Hotel Front Desk” can be in a downward direction. Working in the hotel industry, the person should have a punctual character as being late to the work may require extra time to complete the assigned tasks, indicating a delay in submitting the completed jobs.
Self-reflection on skillsets
By gathering ideations about the positive and negative impact of essential skills (computer literacy, communication power, punctuality, and people skills) for becoming proficient in "Hotel Front Desk skill sets, I have discovered that I have to sharpen my people skills, despite having incredible communication power. My excellent level of communication allows me to flawlessly connect with unfamiliar people without any hesitation and henceforth, I would be capable of easily interacting with unknown visitors in the hotels and sport out their queries within a couple of minutes via my self-convincing attitude. However, I am poor in people skills and also become puzzled while continuously interacting with visitors. It may harm in reducing my control levels of temper and anger, resulting in the evaluation of my poor level of people-management and customer-handling skills. In this aspect, I have to pay attention to sharpening my existing people skills by polishing active listening power, emotional resilience rate, and public speaking power. Besides, my incredible punctuality level would make me a more proficient and valuable employee in my future hotel industry-based workplace.      
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Component Two:
Contribution to Overall Module Assessment: 25%
In this scenario – It is your first day as a front desk associate and your manager has phoned in sick. Create an action plan and answer the following questions.

	What are you going to do to ensure that the hotel is represented well to guests?
	How will operations run smoothly throughout your shift?

	Why would you consider your plan being the most effective?

	What contingency plan will you put in place to ensure quick resolution of this scenario in the future?

	Conduct a review of all the activities that were to be performed within the day.
	Adequate allocation of tasks by consulting with the team members
	Because it concentrates on team-working and collaboration, good delegation of tsks and supervision. 
	Creation of a portfolio of tasks that are essential for maintaining the operational flow of services 

	Ensure that the bookings undertaken by the guests are adequately met with room availability
	Reviewing the efficiency of operational activities
	As it entails the arena of timely interventions
	Identification of the possible risks that might arise due to a lack of service quality to consumers

	Ensure that the support staff are well-behaved and carry out their activities in an optimal manner


	Personal engagement with the guests to ensure supply of adequate service quality 
	Inclusion of review meetings and suggestions from support staff
	Interacting with the manager to develop an alternative team that can ensure the flow of activities in their absence

	Assure that the facilities of the hotel are functioning adequately

	Interacting with the support staff to ensure adequate availability of resources
	Consumer interaction to map the effectiveness of service delivery
	Formulation of risk management plans in consultation with the manager which can be adopted in case the manager is unavailable at the moment

	Ensure the Health and Safety procedure for staff and guests is being followed

	By making regular checks and communicating with all departments
	By following my plan, I could easily supervise and ensure smooth running of services.
	Preparing a contingency plan and making it available on paper for all shift members to ensure everyone follows the same procedure.



Component Three:
Contribution to Overall Module Assessment: 50% (1000 words  +/- 10%)
Writing in essay format - Describe the key elements that are required when considering these four elements of hotel operations:

	
Element 1 – Property Management Systems (PMS)


	Traditionally, a PMS is identified as software that allows a hotel or team of hotels to administer front-office abilities like booking reservations, checking in and out of the visitors, managing the prices of the room and many more, Sapkota,  (2019, p. 1). A PMS restores time-consuming, paper-intensive procedures and many more.  In the case of operations, the PMS makes it simple for collaborating on the purpose of visitors’ management, planning, sales, maintenance, cleaning, etc. It permits the business owners to manage front desk operations, advertising and consumer loyalty information combining the standard of all the properties of the hotels in one location. For inspiration, organisations such as Marriott use Micros Opera PMS system. The North American properties of the hotel use this PMS network and consequently all brands internationally.  From handling reservations to administering billing and accounting, Opera provides characteristics that can be constructed to any needs of the hotels (Hotelmanagement, 2023). Moreover, the companies with the help of PMS are able to ease the interaction and guarantee that all units are operating effectively. For instance, Preno provides network notifications and lets an automatic email function send out emails to the guests.  

	
Element 2 – Hotel reputation


	The reputation of the hotels help in maximising the capital within the competitive business situation. The hotel's reputation is a long concept and a non-dependable project. However, the requirements of the consumers require modification and hence if the hotels do not alter to such change, the reputation of the hotel is hampered. For instance, the Carlton Hotel was identified to be a luxury brand in 2015, by Forbes, for its excellent consumer facilities and particularly its capability to react to the response of the consumers and make legal modifications to the company's broader operations (Hospitalitynet, 2023). Consequently, numerous hotel companies are looking for digital remedies for the effective operation of their hotels.  It is estimated that around 70 per cent of hotel owners desire technology to digitalise their data. In contrast, others prefer digitising the check-in and out procedures. Thus, it helps in improving the image of the brand within the hotel industry and increases the productivity of the company (Leadsquared, 2023). A good and robust brand offers an impetus to the trust of the management to grow the operations of the company by tapping into new markets on the national and international standard and also growing the product line and contributions. Hence, it is important for every hotel company to include various CSR tasks at regular intervals.  The operational management is the main aspect of the firm where prudent choices and strategy connect. The absence of proper operation management can cause issues in product design and failures in delivery. In any hotel company, a well-formatted operation plan is strong leading to profit and keeping the consumers satisfied with the products.  

	
Element 3 - Communication 


	In the hotel industry, excellent communication abilities are particularly significant in the operation of the organisations states Lau, (2020, p.6). Thus, it helps to construct rapport with visitors and solve issues and form a positive understanding among the guests. Having proper interaction supports avoiding misconceptions and mishaps that can derange the flow of the operation. The managers of the hotels are required to examine the time of the groups and function effectively. Therefore, prioritising and assigning activities efficiently can maintain the operations to function smoothly.  It is significant to be open to new content and measures from the group. Being receptive to responses, the organisations are able to form a further well-organised hotel operation. Good interaction is a two-way method that helps the organisations in functioning within the industry. As quoted by Amin and Priansah, (2019, p.10), effective interaction might lead to achievement within hotel industries. It constructs the morale of the workers, increases their level of satisfaction and is involved in employee engagement. It also helps workers understand the terms and conditions of their job and drives their loyalty and commitment. So, excellent communication is vital within the hotel sector as they help to construct empathy with visitors and form a positive atmosphere within the workplace. 



	Element 4 - Staffing 

	Staffing functions an imperative duty of discovering the best outcomes required for managing the day-to-day operations of the companies Nikolskaya et al., (2019, p.8). Therefore, correct staffing is important because hotels have to look for the best qualified people to fulfil their roles and provide customer satisfaction. From the management point of view, staffing is considered to be the most effective function as it helps to fulfil vacant places with the right position with the right job. It is continuous management and includes the top management of most of the business. It helps the hotel companies to be well-organised and efficiently discharge all other management functions. It also includes hiring and deployment of standard employees in numerous positions across hotel companies. Hence, examining the staffing requirements and ensuring that hotel companies have sufficient trained specialists to cover their frequent shifts shall support the delivery of consumer-friendly facilities and help in the functioning of the company. In contradiction, unqualified staffing can lead to a drawback in the business of hotel companies. As proposed by Nikolskaya et al., (2022, p.11), a staff who is not familiar with the commodities can sell consumers products, forming bitterness. Effective staffing management can eradicate various problems and enhance the overall standard of the whole business operation. The hotel managers oversee all the operational units at a hotel and guarantee that the housekeeping and front desk function their duties effectively (Hoteltechreport, 2022). Thus, enhancing operational efficiency is basic to the satisfaction standard of the visitors. The essay shed light on the elements that are required in the operation of the hotel. 
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