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Introduction
Delta Hotels Northampton, situated at Eagle Drive, Northampton NN4 7HW, employs a comprehensive administrative system encompassing the Front Office, Back Office, Sales Office, Human Resources, Finance, and Revenue Management. This department is responsible for ensuring seamless functioning, optimal communication, and streamlined delivery of services to satisfy our guests' expectations. My placement in the administrative function was intended to provide insights into supervisory and responsibility management positions, enhancing my understanding of the significance of administrative activities. The primary learning goals encompassed improving communication and teamwork, cultivating task management proficiency, and acquiring a more profound comprehension of guest service requirements and administrative procedures.

Gibbs (1988), Reflective Model Analysis 
Description
During my internship at Delta Hotels Northampton, I observed and learned from a duty manager in an administrative position with a specific emphasis on the human resources department. My duties encompassed monitoring the administration of staff records, aiding in the hiring process, and comprehending the execution of hotel policies. I actively engaged in meetings, facilitated the coordination of training courses, and assisted in processing payroll. This assignment offered a thorough understanding of the administrative responsibilities necessary for ensuring smooth hotel operations and emphasised the crucial importance of Human Resources in upholding staff contentment and productivity.
Feelings
In my internship at Delta Hotels Northampton, I learned from the Front Office duty manager and experienced several emotions. I was nervous about immediately addressing visitor complaints. A passenger complained about a reservation error. Despite feeling worried, I studied the duty manager's calm and professional demeanour to handle the situation. After solving the problem, I felt accomplished and confident. 
My experience organising a large group check-in was notable. Owing to its speed, I initially considered the activity complicated. As I worked with the team, I formed a deep bond and felt fulfilled. Collaboration to achieve a smooth process was challenging yet rewarding. 
After the placement, I thought about these occurrences and was happy for the chance to improve my skills in a natural setting. After overcoming my challenges, I became more resilient and committed to hotel management. 
Evaluation
Delta Hotels Northampton offered a challenging and rewarding experience. The event helped me understand Front Office administrative procedures. I learned how to handle visitor complaints, arrange reservations, and work with multiple departments to streamline hotel operations. The supportive environment and duty manager coaching helped me gain confidence and problem-solving skills. 
However, other challenges existed. The dynamic and quick Front Office setting often looked overwhelming, especially during peak check-in and check-out times. Managing demanding guests or unexpected issues like system failures or overbookings caused stress. Performing numerous things at once and maintaining precision in stressful situations was difficult. Despite these challenges, the experience was rewarding because it highlighted personal and professional growth. 
Analysis
Work-based skills and technical expertise are crucial to meeting client service requirements in hospitality. At Delta Hotels Northampton, I learned that good guest service requires communication, teamwork, and problem-solving. Studies have shown the importance of these abilities in hospitality.
Ruetzler et al. (2014) found that industry professionals favour oral communication abilities for visitor interactions and service delivery. According to Lolli (2013), hospitality CEOs need interpersonal communication abilities to manage staff and satisfy guests. In my experience, clear and effective communication was essential for handling visitor issues and working with other departments.
Tesone's (2005) study on emotional labour emphasises the significance of controlling emotions in service encounters. Positive guest encounters require the capacity to stay calm and professional under pressure. My placement showed that dealing with problematic guests needed technical expertise, emotional intelligence, and resilience.
Staff collaboration and coordination are crucial to teamwork. Pérez, Gallardo, and Montaño (2012) found that teamwork and group abilities are as vital as technical expertise in the hospitality business. My placement showed this, as teamwork was essential for managing large group check-ins and seamless operations.
Aničić and Mekovec (2016) found that problem-based learning (PBL) improves students' work performance by developing technical and non-technical skills. My placement taught me that practical problem-solving was essential to guest service management.
My placement experience showed the importance of technical and interpersonal abilities in hospitality. These competencies need ongoing personal and vocational development, including placements and academic learning. Meeting and exceeding client service expectations in hospitality requires a well-rounded skill set that includes communication, teamwork, and problem-solving.

Action Plan
Through my administrative position at Delta Hotels Northampton, I have discerned various aspects that could benefit from enhancement and devised specific measures to augment my proficiency and expertise.
Areas for Improvement:
1.	Technical Knowledge in Administrative Systems: Gaining proficiency in sophisticated administrative software and systems.
2.	Leadership and Management Skills: Creating optimal leadership tactics for efficient team management.
3.	Communication and Interpersonal Skills: Improving my proficiency in effectively communicating with employees and customers.
Specific Steps and Strategies:
1.	Enroll in Advanced Administrative Training Programs:
•	Enroll in courses targeting the most up-to-date administrative software and technology. A study by Rescalvo-Martin et al. (2021) emphasises the significance of ongoing learning and self-enhancement in improving the quality of service and operational efficiency.
2.	Leadership Development Workshops:
•	Participate in workshops and seminars that specifically target the development of leadership abilities. Bernsen et al. (2009) propose that leadership styles substantially influence employee performance and the overall organisational atmosphere, highlighting the importance of practical leadership training.
3.	Enhancing Communication Skills:
Participate in activities and training sessions focused on enhancing interpersonal communication skills. Raub and Robert (2013) discovered that empowering leadership and good communication play vital roles in fostering organisational commitment and improving performance.
Alignment with Development Goals: These steps align with my personal and professional development goals since they guarantee ongoing enhancement in technical and interpersonal abilities. This alignment is essential for my career development and preparedness to assume more significant duties within the hospitality sector.
Contribution to Professional Growth: By improving my administrative prowess and honing my understanding of leadership, I will be more adept at efficiently managing duties and guiding a team. This will significantly enhance my professional growth, surpassing guest service objectives and propelling organisational achievement.
Reflection on Organisational Issues
During my internship at Delta Hotels Northampton, I faced a notable organisational challenge: insufficient communication. This problem frequently resulted in misinterpretations and inefficiencies, which had a detrimental effect on the department's productivity and customer service. Seyitoğlu and Yüzbaşıoğlu (2015) found that inadequate organisational communication can lead to a decline in employee morale and an increase in job unhappiness, a phenomenon I witnessed throughout my placement. 
The issue had a discernible impact on the department's performance, as evidenced by the delayed cooperation between departments, which occasionally led to guest displeasure. For instance, miscommunication over the rooms' readiness resulted in visitor complaints and increased stress for the personnel. 
To resolve this problem, organised communication protocols and frequent inter-departmental meetings can significantly enhance the flow of information. According to Li et al. (2020), superior Human Resource Management methods can reduce emotional tiredness and promote organisational commitment, improving overall performance. In addition, cultivating a culture of transparent communication where employees feel at ease sharing information and comments can reduce communication obstacles and enhance service delivery. 

Conclusion
Reflecting on my placement, I should have proactively sought direct connections with guests and requested extra tasks to enhance my learning experience. Notable findings from this event highlight the crucial significance of proficient communication, collaboration, and problem-solving in handling client service demands. Observing the duty manager underscored the necessity for emotional intelligence and resilience when dealing with difficult circumstances. The placement tremendously impacted my professional development, emphasising the importance of ongoing personal and vocational improvement in the hospitality business.
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