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INTRODUCTION
Hotel operations are chiefly in charge of creating accommodation, food, drink and other hospitality services. This kind of operation requires the front office managers to have a good understanding of what the hotel do and what is also required the manager to handle a front office manager.  In the period of considering the hotel business to be rebuilt in a modern way, the front office is typically the most important office due to its significance. It is a division weighed down with the duty of accepting and giving out data to different offices in hotel business. Clearly speaking, accepting and giving out of data is not the only duty of the front office officer. The office is the first place the visitor comes in contact with as the visitor enters the compound of the hotel. In that case, the front office needs to be highly equipped with experience and highly skilled personnel that works for the hotel.  Michael N. Chibili explores the issue of hotel ranking and rating systems. Hotel rankings, or ratings, provide capable guests with an idea of what a hotel offers in terms of services. Michael N. Chibili also identifies hotel positions where the general manager is helped by group of team that keeps the hotel. At the end, the roles, duties and responsibilities of the front office, front office manager and the night auditor is discussed. It further discusses the important of the night auditor and the front officers or workers to the company


THE FRONT OFFICE OR RECEPTION DESK 
At hotels, the front office is the center place where the first transaction is made by the quests and the company. The front office would contain the presence of   the reception and the front desk, which is meant for reservations, sales and advertising, housekeeping and attendant. The front office is where the guest first comes in contact with at the arrival to the hotel. The staff working in the front office will attend to the guest reservations and furthermore take care of guest enquiries. According to Mishra & Pal (2013), the front office is a place where the guests first come in contact with the hotel. Also, the staff(s) of the hotel which must have been equipped with customer’s relation and skillful in being polite must always be present to attend the guests.
In continuation, the front office assumes a fundamental duty in keeping the hotel image and typically significant office that works for the hotel every minute as it is responsible for cogent roles, like, recording and guest’s queries. For this, the department or office is liable for meeting, welcoming, arranging the room, and accommodating the guest. They are also in charge of keeping and giving of keys to the guest, concern about the guest security, answering of the phone calls, sending and accepting messages from or to guests, and also keep the record or account books. The office also looks at the wellbeing of the guest from the moment of lodging and leaving.
The office additionally arranges with others like, sales and advertising, bookkeeping or accounting and some other more. The method of attending to the guest at this department is highly crucial and personal attention if the hotel cares and wants the guests return.


THE FRONT OFFICE MANAGER 
In fortified 5-star hotels, the hotel front office manager is entrusted by ensuring that the front office, where visitors initially come into contact with the hotel at first and staff runs easily and successfully. The front office manager is expected to be skillful, education, highly intelligence and polite in the usage of language. According to Henry Sweet, an English phonetician and language scholar, stated: “Language is the expression of ideas by means of speech-sounds combined into words. 
The obligations and duties of front office manager 5-star hotel include; 
Managing and giving training to the front office workers 
The manager is responsible to train the workers or staffs under him to have good customer relation and know how to attend to guests under stress. The manager must ensure that the staffs in the front office are highly equipped as it will influence the guest return.
Ensuring the front desk provides an expert and benevolent assistance for visitors 
Dealing with visitors 
The front office manager and the staff working in the front office must know how to deal with guests no matter the temper of such visitor. Some visitors are easily tensed to anger. The manager is responsible to let the staffs know how important it is for them dealing with guests or visitors. 
Arranging schedule for workers
The front office manager will be in charge of allocating works and duties to the staffs working at the front office. Making sure that the staffs is always present at the front office to attend to the guest.
Acting as the channel between the general manager and the workers
Also, the manager at the front office will be the only bridge between the staffs working at the front office and the general manager. Such a manager will be in charge of considering the payment of the salaries of the staff workings at the office.
Guarantee wellbeing and security of the guests
Security is a cogent part of the front office activity that regularly gets disregarded. They ensure the safety of their guests with security personnel to guarantee wellbeing in and around the hotel. He handles any form of issue that may ensure among the guest and the front office worker.



NIGHT AUDITOR 
The property of The Coachman Hotel, South Lake Tahoe consider the night auditor as the staff who is regularly consider to handles both the responsibilities of the front office worker and a portion of keeping the account intact at night. Work shifts for night auditor or employee mostly run from 11p.m. to 7a.m. though this depends on the policy of the hotel. Also, night auditor has various areas like dealing with the front office accounting records to guarantee the exactness in the company alongside arranging and condensing the data on the records of the company. Night Auditor is the experts who for the most part work in the hotel for the night shift responsibility. This activity has the obligation of dealing with the money summary, dealing with the credit card activities alongside dealing with the other budgetary presentation in the hotel. The works and obligations are broad as it covers the transaction taken place at night.
According to Donohoe, Ashley (2018); P65, consideration were made on the duties and obligations of the night auditor as listed below; 
Check in visitors, answer telephones and take reservations 
The night auditor is the one in charge of looking out for available rooms and accommodates the guests and also answer calls for emergency and booking of rooms.
Respond to visitor complaints, solicitations and emergencies
The night auditor also fills in to take customers or visitors complaints and solicited on behalf of the company and also attended to customers emergency situations if there is any.
Balancing of account books and receipts 
The night auditor considers balancing and accurate account and tally of receipts issues to customers which shows a heart of accountability and professionalism. Investigate on the balance book and resolves all accounts for the next staff to take over in the morning.


CONCLUSION
All the positions in the hotel management are highly crucial for the up grow of the company. As the front office helps to gets data entry for all their guests and will also accommodate their guest arrival. In the part of the night auditor who is also obliged for the responsibilities of the front office worker and a portion of balancing the account at night. Other departments like the restaurants or the café, laundry, housekeeping, waitress, servers and the account keeping all have one or more duties for the operation of the hotel.   
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