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Component One: What are the key skills required to work on the hotels front desk?
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Working at the hotel's front desk is also commonly known as working as a receptionist of a hotel, and to do this, necessary skills must be acquired.  A hotel is a key place where guests stay during traveling which can be done for different purposes, and these purposes include business, visiting tourist spots, conducting political activities, etc., and to attract these guests, a front desk manager of the respective hotel must be careful about gathering his/her respective necessary abilities (Bradi, 2010). This student journal aims at finding the key skills which are required to work at the hotel's front desk and designing ways to develop them in building my career properly. Some key skills which are required to perform as an effective worker at the hotel's front desk include communication, sound ability in problem-solving, and adaptability.
Communication is the way that helps to contact the guests in performing as an effective worker at the hotel's front desk and to do this, it is necessary to have sound knowledge of listening, and it is found in Intercontinental Hotel Group in managing all of its hotels through the online platform to attract guests (Bolten, 2020). Without proper listening, it will not be possible to deal with guests based on their needs, and failure in doing this can reduce the number of customers with the spreading of the news of failure from the respective customer. So, to be a good performer and an effective worker at the hotel's front desk, I need to develop this ability as quickly as possible.
Sound ability in problem-solving is an unavoidable thing for conducting responsibilities as an effective worker at the hotel's front desk, and to do this, ensuring skills in problem-solving like finding output based on the given situation, well leadership, management of various situations, etc. are essential which is also found in the leadership of Craig Poole (Ahmad et al., 2018). Without doing this, problems can be raised, and it can create massive confusion not only among housekeepers but also among guests. To tackle this problem, it is vital for me to develop myself as a perfect problem solver in any type of situation without any hesitation.
Adaptability is the thing that assists a person, a team, or a firm to be successful in facing difficult situations under any condition without bothering about the favourable condition, or unfavourable conditions, and it is a crying need in ensuring the survival of an effective worker at the hotel's front desk which is prevalent in the Hilton hotel Group for last 100 years (Jones et al., 2022). It is the element that not only helps to do well but also assists in bouncing back well from any unintentional mistakes and being successful as an effective worker at the hotel's front desk in the long run, and I need to develop patience in myself to gain the quality called adaptability.
I will apply my knowledge in my work life in different ways, and at first, I will use my ability in talking with guests with my acquired listening quality, and after that with proper interaction with guests, I will address their problems. I will solve these problems as early as possible, and I will also use adaptability to cope with their lifestyle to make the guests feel free.
This topic is very important for hospitality industry, and it is true for the first contact with the hotel's front desk worker. During first contact, a guest needs to meet with the hotel's front desk worker for knowing the room number, and benefits of using this particular room and creation of impression can assist in increase number of customers (Ionel, 2016).
In this student journal, some key skills which were required to perform as an effective worker at the hotel's front desk include communication, sound ability in problem-solving, and adaptability. According to this writing, A hotel is noticed as a key place where customers stay during traveling which can be performed for different purposes, and these purposes include conducting activities of business, visiting tourist spots, conducting different types of political activities, etc., and to attract these customers, a front desk manager of the respective hotel must be cautious about gathering his/her respective necessary abilities. Without proper listening, it was not expected to be possible to deal with guests based on their needs, and failure in doing this was expected to reduce the number of customers with the spreading of the news of failure from the respective customer.
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Component Two:
In this scenario – It is your first day as a front desk associate and your manager has phoned in sick. Create an action plan and answer the following questions.

	What are you going to do to ensure that the hotel is represented well to guests?
	How will operations run smoothly throughout your shift?

	Why would you consider your plan being the most effective?

	What contingency plan will you put in place to ensure quick resolution of this scenario in the future?

	To ensure that the hotel is represented well to guests, firstly I will perform not only the duty as a desk associate but also the duty as a manager to keep the regular functioning of this firm well, and after the arrival of the manager, I will hand over his duty to him, and I will also explain him about the activities which were conducted by me in these days when they were absent.
	The operations run smoothly throughout my shift, and it will be made possible to put in double the effort from the same desk. I will try my level best to complete my duties as a hotel manager as fast as possible, and if I cannot complete my duty as a desk manager properly, I will put in less important work for tomorrow, and these remaining tasks will be completed the next day. The duties of the manager will be given priority for the current day, and all of these tasks will also be recorded properly to communicate with the manager of this firm.
	I will consider my plan as the most effective one for different types of reasons, and these reasons include giving priority to the important tasks at first, conducting additional work for the current day as much as possible, conducting most of the tasks from one desk which can assist in reducing the time of moving from one desk to another desk, etc. Doing these can assist to make sure that this plan is the most effective under these circumstances, and the manager can also find his/her assigned tasks ready for the next day without any hesitation, and facing any other problem.
	I need to put some contingency plans in place to ensure a quick resolution of this scenario in the future, and these plans include creating a backup for the replacement of the manager in this kind of unexpected situation, giving necessary freedom to the manager to reduce the chance of falling in sickness for him/her, allowing free flow of communication to undertake quick actions as early as possible based on the necessity of performing tasks which are assigned to a manager, and after conducting all of these, it is expected to find a good system to solve this type of issue.
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Component Three:
Describe the key elements that are required when considering these four elements of hotel operations:
	Element 1 – Property Management Systems (PMS)

	The property management system is a popular tool that assists in managing every affair of business operations of different hotels (for example, the Hilton Hotel Group, Intercontinental Hotel Group, etc.), and it is assigned with managing not only regular business operations but also irregular business operations in hotels, providing comfortable experience, and feelings for guests, etc. and in this way, property management system assists in making money with not only ensure savings but also allowing liquidity (Buhalis, and Leung, 2018). This system assists in ensuring security in the operations of the business by ensuring necessary monitoring, and it also assists in identifying signals of any type of inconsistencies in operations (for example, positive deviation, negative deviation, change in output, etc.) (Bardi, 2021). Using this system, it is highly possible to respond to the problem of guests quickly compared to the past, and this system also assists in maintaining the record of information in a very short time (Nazarian et al., 2017). At present, the property management system is updating consistently with the development in technology in the UK, and the identification of different forms of innovative thinking in communicating with people is increasing with the change in time, and increase in the competition of the hospitality industry in the UK, and at present, this is prevalent among the Hilton Hotel Group, Intercontinental Hotel Group, Marriot, and other hotels of the UK, and all of these inspires other hotels to develop this system properly.

	Element 2 – Hotel reputation

	Hotel reputation is a thing that must be managed critically, and hotel reputation management is the method that inspires monitoring and affects the thinking process of the specified property in the specified and sophisticated web (Proserpio, and Zervas, .2017). In the past, it was mainly connected with maintaining the public relationship but with the change in time it has started its impact on emerging review sites that arise recently, different types of social media platforms such as Facebook, Twitter, WhatsApp, etc., and different types of search engines such as Google, Mozilla Firefox, etc. (Cizel, 2015). Also, maintenance of hotel reputation helps to gain competitive advantage among the hotels of the respective economy which is also found in the context of the UK, and the firms who maintained their reputation well are the Hilton Hotel Group, Intercontinental Hotel Group, Marriot Hotel, etc. (Baka, 2016). Reputation management is found to be a key factor in ensuring proper corporate communication, and appropriate private relations with customers in business which ultimately assists hotels to ensure not only wealth maximisation in the long run but also profit maximisation in the long run (Langham, 2018). For creating a competitive advantage over other firms, managing the reputation of hotels can be a superb way to ensure sustainability, and it is also not easy to copy for other hotels in the United  Kingdom.

	Element 3 - Communication 

	Communication is the way that inspires to make contact with the guests in performing as an effective person at the hotel's front desk and to do this, it is essential to have sound knowledge and education on listening, and it is found in Intercontinental Hotel Group in managing all of its hotels through the online platform to attract guests (Bolten, 2020). Communication can take different types of systems, and these include oral communication, verbal communication, formal communication, informal communication, offline communication, online communication, etc., and undertaking relevant and secured communication properly helps in making the respective firm profitable, and wealthy with the increase in the number of guests in little time (Guffey, and Loewy, 2022). Also, communication seems to be a prime way for housekeepers, and receptionists of the hotels to increase the number of customers which ultimately leads to not only wealth maximisation in the long run but also profit maximisation in the long run, and communication seems to be a factor that speeds up the flow of information among customers in the shortest possible period compared to the past periods. Also, communication must be kept properly encrypted and protected to save vital information from professional hackers, and for doing this, using a firewall, passwords are highly used in managing the regular, and non-regular activities of the hotels of the UK and at present, different types of laws have been imposed to ensure the safety of private information as much as possible.

	Element 4 - Staffing 

	Staffing is the system of identifying the appropriate workers, and employees who contain proper experience, and qualifications which ultimately assists in appointing them to the respective positions of the firm where these workers and employees deserve to perform (Stone et al., 2020). Staffing is a vital task in ensuring proper service for the guests of the hotels, and in doing this; these persons are trained with proper seriousness, and caring, and in doing this, these persons are also monitored strictly to impose proper control, and it assists in finding out mistakes, and problems, and leads to take corrective steps where it is appropriate to perform. Staffing is vital in ensuring the completion of tasks timely, and perfectly, and this practice inspires guests to turn into loyal customers who ultimately leads to the development of the hotel very quickly, and this phenomenon is also working as a tool to increase the reputation of the respective hotel very quickly. Staffing must be conducted with maintaining fairness, and quality, and any mistake in doing this can invite serious problems in the operations of the hotels which ultimately lead to a bad reputation of the respective hotel. Staffing is an integral part of management which has been highly used in the modern world at present.
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