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Introduction	
The term administration role within the hotel is described as a job that requires direct service such as hotel activities and guest or customer accommodation for commencing day-to-day activities. This also plays an essential role in the effective management of common or general business activities like accounting, sales and many more. Focusing on the theme of the administration role, the following reflective log will highlight my reflection on my personal development through the effective illustration of Kolb's reflection model. Along with this, my experience while working within the administrative role in the front office of Delta Marriott Newcastle will be critically evaluated. A detailed overview of the issues encountered by me will be highlighted by using the effective reflection model of Kolb. Furthermore, a comprehensive overview of the appropriate future action plan will be illustrated using a reflective model.  


Discussion
Kolb’s Model of Reflection
Reflection is one of the effective tools that help individuals better understand past events rather than just experiencing them. It allows an individual to appreciate various experiences that assist in improving practices in the future. Kolb’s Model of Reflection is one of the effective models used by students as it highlights the significance of reflective constituents in a learning cycle. This reflective model focuses on defining an experience, reviewing, analyzing and evaluating the learning in a systematic way. Kolb’s model is categorized into four stages namely concrete experience, reflective observation, abstract conceptualization and active experimentation stages (Mcleod, 2024).  I will use Kolb's model of reflection to reflect on my experience in performing supervisory responsibility in the front office administrative department of Delta Marriott Newcastle.
Concrete Experience
Concrete experience is defined as the first stage of Kolb’s reflective model where a previous experience is interpreted in an organized way. This stage is concerned with exploring the experience of a past event. Alongside this, the feeling that a person has undergone while experiencing a situation has also been explained in this stage of Kolb’s Model. I have been given an opportunity to perform an administrative role in the department of Front Office in Delta Marriott Newcastle (Cherry, 2022). Thus, my role is extremely crucial for the firm as it is used to connect employees with the management team. I am accountable for increasing my team's productivity, fostering satisfaction and forming decisions that help to meet the goals of my front office department. The experience of administering my job role has a significant influence on my feeling. Positive feelings have helped me to effectively balance my responsibilities along with personal commitments. However, during the peak season, the stress of meeting the demands of clients has been increased. The concrete experience of administering the supervisory role of the front office has made me realize that communication, teamwork, task management and personal skills are of immense importance (Practera, 2021). These skills help to effectively administer the operation of sales personnel subdued with providing the best experience to customers resolving their inquiries effectively.
Reflective Observation stage
Reflective Observation is the second stage of Kolb’s reflective model that demonstrates the observation acquired from experiencing an event. This stage involves recounting and evaluating of a specific experience. Thus, reflecting upon my experience as a supervisory duty holder of the front office department of Delta Marriott Newcastle. Vocational development has assisted me in developing an expertise in communication skills. My academic journey has helped me to effectively work with a team (Morris, 2020). Strength in these skills has assisted me extensively in operating my job responsibilities productively. Personal development has helped me to enhance time management and stress management skills that help to accomplish tasks without the fear of procrastination. However, through self-inspection, I have analyzed that my task management still needs improvement in order to manage the task productively, especially during peak periods. Alongside, feasibility in my critical thinking skills has helped me to make the most informed decisions. This makes it difficult for me to address the security concerns in the front office department. Less effective solutions due to weakness in critical thinking skills have significantly impacted my guest services (Van den Bossche and Baktiran, 2021). Thus, the impact of various strong and weak skills on the efficiency and productivity of my operations has been depicted elaborately in the reflective observation stage of Kolb’s Model.
Abstract Conceptualization stage
Abstract conceptualization is the third stage of Kolb’s model of reflective learning. The individual utilizes creative thoughts and logical approaches that help to address guest services and security issues in an effective way. Systematic planning and ideas that are used to resolve my feasible areas is going to be presented in this stage. I have feasibility in task management and critical thinking skills that need to be improved by planning suitable ideas (Lehane, 2020). Alongside, a little benefit in time management skills will also be beneficial to address the guest in an effective way. I will use digital task management tool for aligning different tasks in an appropriate manner. Preparing of To-do list and making a schedule are some of the strategies that help me to manage the task productively. Engaging myself in online tutorials will assist me enhance my expertise in task management skills. Participation in the discussion, diverse thinking and practicing of active listening helps to enhance critical thinking ability. Studying journals and articles that update me with industry trends helps to enhance my critical thinking skills (Marr, 2022). Making documentation of the prioritized plan, and splitting large tasks into smaller and simpler chunks will be an effective way that improve my time management skills. I will inspect my improvement in time management skill by assessing my performance regularly with the assistance of the online tool. All these strategies and plans will collectively aid in enhancing my learning efficiency which will be beneficial in the future (Dierdorff, 2020). 
Active Experimentation stage
The last stage of Kolb’s reflective learning model is the active experimentation stage. This stage is concerned with exploring the practical approach used by an individual to accomplish the forthcoming tasks in a more productive way. I will invest 1 hour daily in gathering learning from the tutorials that will assist in enhancing my task management skills. I will also regularly inspect my task management performance with the help of task management tools and feedback. This approach will help me to administer the front office department in the most convenient way. Besides this, I will also invest at least half an hour daily in reviewing my to-do list and assessing the performance of the tasks which enable me to enhance my expertise in the time management process (Bwegyeme and Munene, 2021). These strategies will help enhance the effectiveness of time management skills that help to provide extensive guest service. Moreover, I will invest a minimum of 1 hour in reading and article journals which can enhance my critical thinking skills. On weekends, I will invest 3 hours exploring my learning from various job-related articles and industry reports. This approach will allow me to make the most informed decision for my front office team (Degerman and Wallo, 2024).


Conclusion
The reflective log has been portrayed detailed overview of the Kolb reflection market. I utilized this model to get a comprehensive understanding of my working experience within the administrative role at Delta Marriott Newcastle. The first stage of Kolb's reflective model concrete experience has provided the significance of the various skills for completing the work in an effective and organized manner. Communication, teamwork, task management and personal skills play a crucial part in personal development along with managing the guest service of the Delta Marriott Newcastle. All three stages of Kolb's reflective model assisted me in conducting an adequate analysis of the technical knowledge along with organizational issues within the administrative function of guest service. Furthermore, the reflective log has highlighted an action plan that describes the various strategies for improving the essential skill.   
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