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Executive Summary
This report has covered my self-reflection on my experience as an administrator at Ibis Nottingham Hotel. Digital literacy along with work-based skills like communion and leadership have helped to effectively handle the reception of this hotel company. In addition, work-based skills along with technological knowledge are essential to effectively handle administrative tasks in hotel operations. This report has reflected the self-learning along with the skills that are essential to become an administrative position in this hotel company.
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Overview of the chosen administrative area
Administrative operation is the process of planning, organising, and managing business management and operations to achieve business goals. The key responsibilities of administrative operations are setting standards, creating processes, collecting information and managing resources with technical tools (Bardi, 2010). In the case of hotel administrative operations, increased operational efficiency, improved guest satisfaction, and effective decision-making in better cost control are the key factors of an administrator in business.
Learning objectives for the placement within reception as an administrator in Ibis Nottingham
The aim of this learning log is to demonstrate the application of Gibbs reflective framework to explore my experience during working as an administration position in the department of reception in Ibis Nottingham.
Objectives 
· To gain professional skills and administration knowledge to get better career opportunities in hospitality industry 
· To understand the operations at hotel administration level along with evaluating the technological knowledge and tools in the hotel industry
· To overcome the issues of guest management and performance in future to achieve administrative position in the hospitality company
[bookmark: _hk3okr2ro2lp][bookmark: _Toc189836813]Section 1: Reflection on Experience and Personal Development
Description of experience in a supervisory position in hotel administration
During my administrator experience in the department of reception in Ibis Nottingham, I was responsible for providing administrative support to my management team, coordinators and guests. Bassot (2024) has commented that Gibbs's reflective model is a cycling-based reflective log to explore self-learning and understating of professional experience or events. I have also introduced Departmental software systems along with data entry to maintain my guest information along with team members. Tompkins (2023) has commented that Administrative Management Theory has been applied by structuring the organization with clear hierarchies, dividing labour into specialized departments. While working in Ibis Nottingham, I have gained knowledge about administrative management theory through structuring, planning and executing the entire operation to handle front office, housekeeping, kitchen and people management.
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Figure 1: Gibbs reflective model 
(Source: Self-Developed)
Analyse the impact of personal and vocational development
In the case of personal and vocational development, I have applied professional skills, especially task management, and guest handling and retained operational efficiency in the department of reception in Ibis Nottingham. Eva et al. (2024) have commented that work-based skills like communication, teamwork and task execution are essential for improving performance in administrative operations. My knowledge about cooking was also reflected in preparing breakfast and buffet and managing entire management teams in Ibis Nottingham.
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Evaluating work-based skill and technical knowledge 
In my work experience as an administrator position in Ibis Nottingham, I have evaluated the importance of work-based skills and technical knowledge. De Araujo et al. (2021) have commented that the knowledge of leadership and management has helped business leadership to make effective decisions in business operations. While handling guest reservations, handling payments, responding to inquiries, and coordinating room assignments, work-based skills like communication, leadership and teamwork have helped me to handle complex guests as well as retain the productivity of each team member in the reception department in Ibis Nottingham. For example, my leadership abilities have led the management team to effectively maintain guest reservations and kitchen operations. Putra and Iswari (2022) have commented that the Trait and Factor concept explains the key characteristics or traits of an individual for best fit in business operation or better career options. In that case, I have also applied this theoretical concept while allocating administrative tasks to my team members in Ibis Nottingham. The experience in Ibis Nottingham has helped me to strengthen my problem-solving and quick decision-making in coordinating guest management, maintaining accurate guest logs and reservations and keeping records of guests.
Technical knowledge while working as an administrator position in Ibis Nottingham
Nikou et al. (2022) have commented that digital literacy is a highly demanding skill in the case of understanding business data, creating reports and easily incorporating technical tools in business management. In my work experience, I have introduced Ibis Nottingham's Reservation Management software, check-in and out procedure along with Microsoft Office Suite for reporting and analysing reception management reports. In addition, the operations of the entire administration of reception along with understanding technical knowledge are quite challenging for me in Ibis Nottingham hotel. My previous work experience in hotel management has helped me to quickly adapt Ibis Nottingham's technical software along with enhancing my expertise in technical aspects. In addition, Davis et al. (2024) have commented that the concept of the Technology Acceptance Model emphasizes the key parameter of user’s perception, area of improvement and training factor for adopting advanced technology and software. While working at Ibis Nottingham Hotel, I have applied this theoretical concept by understanding the interface along with areas of understanding while managing and reporting guest data to the Board of Members. 
[bookmark: _c2d2kgcv8ptc][bookmark: _Toc189836815]Section 3: Reflection on Organisational Issues
While working at Ibis Nottingham Hotel, I experienced operational-level challenges that allowed me to learn about my potential in managing the department of reception. I have encountered complex scheduling of guest reservations along with meeting fluctuating guest demand regarding foods and services. Nwokorie (2021) has commented that guest management is the most important aspect of operating administrative operations in hospitality operations. The management of guest reservations and solving their queries are quietly impacting my entire administrative operations at Ibis Nottingham Hotel. In that case, fulfilling guest's expectations along with ensuring satisfaction through hospitality services was a new challenge for me at the administrative level. On the other hand, the understanding of hotel management software and its process in Ibis Nottingham Hotel was also confusing for me, which directly impacted my productivity and operations. Akbaş and Taner (2022) have commented that Follett's management theory focuses on the key parameters of active listening, collaboration, participation and effective decision-making toward handling business operations. In that case, the application of this theoretical concept through implementing active listening, participation, and collaboration can help to better understand guest's specific demands and resolve their queries related to hospitality and food. In addition, I have observed that the improvement of emotional intelligence ability can help me to directly connect with guests and employees to resolve their problems. 
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Based on my experience in Ibis Nottingham Hotel, I have gained an understanding of work-based skills along with enhanced technological insight into hospitality operations. My experience in administrative positions has motivated me to overcome my weak areas like emotional intelligence, active listening to better-handling guests and people management. The improvement of personal and vocational development has driven me to shape my future career to get better placement opportunities in the field of administration in the hospitality industry. To enhance my personal and professional skills, I have applied a SMART approach to track my progress and enhance my skills within the timeframe. 
Action plan
	Specific
	Measurable
	Achievable
	Relevant
	Time-bound

	To improve emotional intelligence 
	Self-assessment of emotional intelligence can help to measure the progress of emotional intelligence.
	The use of an E-learning platform for accessing courses on emotional intelligence will help to achieve this skill. 
	This objective is relevant to my future career option as an administrator in the hotel industry 
	3 months 

	To understand Hotel management software
	The regular use of advanced technology and self-assessment can be beneficial for measuring the progress of improving digital literacy.
	Online study material and professional courses on digital technology can help to achieve this objective.
	This skill is relevant to effectively handling guests and people management in the hotel industry.
	3 months 


Table 1: SMART Action Plan
(Source: Self-Developed)




[bookmark: _4tkochla2p9y][bookmark: _Toc189836817]References
Akbaş, N. and Taner, B., 2022. Mary Parker Follett's Footprints in the Management Principles of Today and the Future. Istanbul Management Journal, (93), pp.89-123. https://dergipark.org.tr/en/pub/imj/article/1085105 
Bardi, J. 2010. Hotel Front Office Management. London: Wiley. https://www.ihmnotes.in/assets/Docs/Books/Hotel_Front_Office.pdf 
Bassot, B., 2024. The reflective journal. Bloomsbury Publishing. https://books.google.com/books?hl=en&lr=&id=FkgHEQAAQBAJ&oi=fnd&pg=PP1&dq=Bassot,+B.,+2024.+The+reflective+journal.+Bloomsbury+Publishing.&ots=a_QHTCUdK-&sig=_sW5DQ3cc2v82yb7BxN2T3PR4LM 
Davis, F.D., Granić, A. and Marangunić, N., 2024. The technology acceptance model: 30 years of TAM. Springer International Publishing AG. https://link.springer.com/book/10.1007/978-3-030-45274-2 
de Araujo, L.M., Priadana, S., Paramarta, V. and Sunarsi, D., 2021. Digital leadership in business organizations. International Journal of Educational Administration, Management, and Leadership, pp.45-56. http://www.harpressid.com/index.php/IJEAMaL/article/download/18/12 
Eva, T.P., Afroze, R. and Sarker, M.A.R., 2024. The Impact of Leadership, Communication, and Teamwork Practices on Employee Trust in the Workplace. Management Dynamics in the Knowledge Economy, 12(3), pp.241-261. https://www.ceeol.com/search/article-detail?id=1267438 
Nikou, S., De Reuver, M. and Mahboob Kanafi, M., 2022. Workplace literacy skills—how information and digital literacy affect adoption of digital technology. Journal of Documentation, 78(7), pp.371-391. https://www.emerald.com/insight/content/doi/10.1108/jd-12-2021-0241/full/html 
Nwokorie, E.C., 2021. Service management and guest satisfaction for the hotel industry in Abeokuta, Nigeria. Zbornik radova Departmana za geografiju, turizam i hotelijerstvo, 50(1), pp.52-69. https://www.ceeol.com/search/article-detail?id=981377 
Putra, A.H. and Iswari, M., 2022. Teori Trait and Factor: Konsep Dan Aplikasinya Dalam Bimbingan Dan Konseling Karier. Jurnal Ilmu Pendidikan dan Sosial, 1(1), pp.117-127. http://www.putrapublisher.org/ojs/index.php/jipsi/article/view/21 
Tompkins, J.R., 2023. Organization theory and public management. Waveland Press. https://books.google.com/books?hl=en&lr=&id=C8jSEAAAQBAJ&oi=fnd&pg=PR1&dq=Tompkins,+J.R.,+2023.+Organization+theory+and+public+management.+Waveland+Press.&ots=InUzrI7cw4&sig=BfkO6Xg9aXEUD3zuzcA5ZvHpP6w 
I confirm that I have not used any AI tools in the research and creation of this assignment.
I confirm that I have not presented any AI generated materials as my own work.
I confirm I have copies of my drafts, notes, and other resources I used, which I may be asked to provide in evidence.

9

image1.png




