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The following Journal/learning Log is a reflective review of my experience of developing within the administrative role within Front office at the Maldron Hotel in Newcastle (2024) via shadowing supervisory position personnel including HR member Voicu (2024).
 This reflective learning log critically reviews my development within an administrative role in the front office during my placement. Through critical reflection, I aim to assess my learning experience, identify areas of growth, and evaluate how this placement has contributed to my professional development.
My placement within an administrative role in the front office provided me with valuable insights into the intricacies of hotel operations and the importance of effective administrative support in ensuring smooth functioning (Parkins, 2024). One key aspect of my development was gaining proficiency in various administrative tasks such as handling reservations, managing guest inquiries, and coordinating with other departments (Urrutea,2024). 
As I immersed myself in the role, I encountered numerous learning experiences that significantly contributed to my growth. One of the key lessons I learned was the importance of attention to detail and accuracy in administrative tasks (Sumersby, 2024). Whether it was inputting guest information into the system, preparing reports, or managing paperwork, I quickly realized that even minor errors could have significant repercussions on guest satisfaction and overall operations (Dudhie, 2024).
Furthermore, my placement provided me with opportunities to enhance my communication and interpersonal skills. As the first point of contact for guests, I learned to communicate effectively, both verbally and non-verbally, to provide clear and concise information and address any inquiries or concerns promptly. Additionally, I honored my ability to remain calm and composed under pressure, particularly during busy check-in and check-out periods, ensuring a positive guest experience despite any challenges that arose (Cross, 2024).
Moreover, my placement allowed me to develop a deeper understanding of the importance of teamwork and collaboration in the front office. I worked closely with other staff members, including receptionists (Mario, 2024), concierge (Wadcock, 2024), and housekeeping, to ensure seamless coordination and communication across departments. By fostering a supportive and collaborative work environment, we were able to enhance efficiency and productivity, ultimately contributing to overall guest satisfaction (Hirst, 2024).
Analyzing my development within the administrative role in the front office, I recognize the critical importance of organizational skills and time management in ensuring effectiveness and efficiency. Prioritizing tasks, managing multiple deadlines, and maintaining meticulous records were essential for success in the role. Additionally, the ability to adapt to changing priorities and unforeseen circumstances was crucial in navigating the dynamic nature of hotel operations (Murray, 2024).
In conclusion, my placement within an administrative role in the front office has been a rewarding learning experience that has significantly contributed to my professional development. Through critical reflection, I have identified areas of growth in attention to detail, communication, teamwork, and organizational skills. Moving forward, I am committed to building on these foundations and continuing to strive for excellence in my future endeavors within the hospitality industry.
 This log will use the Gibbs (1988) model of reflection:
Description: My placement within an administrative role in the front office has provided me with a valuable opportunity to gain insights into hotel operations and the responsibilities associated with managing un-stored card details. Throughout this experience, I have encountered various challenges and learning moments that have significantly contributed to my professional growth. A room was wrecked but due to the Hotels policy not to store and use card details of customers this became a lengthy battle which was not worth taking to court as it would be too costly,
If we calculate the loss a hotel incurs when guests damage a room can be complex and depends on various factors such as the extent of the damage, the cost of repairs or replacements, and the impact on future bookings. Generally the costs can include: 
· Repair Costs: 
· Labor Costs
· Loss of Revenue
· Guest Compensation
· Insurance Deductibles
· Reputation Damage: 
Overall, the loss a hotel incurs when guests damage a room can vary widely depending on the specific circumstances. In this incident bed, mattress and carpet had to be replaced, costing the Hotel. It's essential for hotels to have robust risk management strategies in place to minimize the likelihood of damage and mitigate the financial and reputational impact when incidents occur.
Feelings: I felt confused as to why an Intenational Hotel would lack in storing card details when all competitors do so, knowing the importance of security and compliance in safeguarding sensitive information which can stop guests damaging hotel property. I was eager to learn and contribute to the administrative tasks within the front office, but I also felt a sense of responsibility and caution regarding the handling of card details.
Evaluation: Reflecting on my experience, I recognize the critical importance of adhering to security protocols and compliance standards when managing unstored card details in a front office administrative role. It is essential to maintain strict confidentiality and ensure that card details are handled and stored securely to prevent unauthorized access or misuse however the Hotel needs to update its system in order to store these senitve data in order to stop customers from abusing the hotel. Any lapses in security could have serious consequences, including financial loss and damage to the hotel's reputation.
Analysis: Analyzing my development within this role, I realize the significance of ongoing training and awareness regarding data protection regulations and best practices. It is essential to stay updated on industry standards and guidelines to ensure compliance and mitigate risks associated with handling sensitive information. Moreover, effective communication and collaboration with other staff members are crucial for maintaining a secure environment and addressing any security concerns promptly. It is also important to update systems, so staff are not overwhelmed when rooms are trashed.
Conclusion: In conclusion, my placement in an administrative role in the front office has been a valuable learning experience that has heightened my awareness of the importance of security and compliance when managing unstored card details. Moving forward, I am committed to applying the knowledge and skills I have gained to ensure the protection of sensitive information and contribute to the smooth functioning of the front office operations. I would however urge the Hotel to update this one error on the system and even though it is rarely abused, when it is abused, it can cost the Hotel thousands in damages
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