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ABSTRAK

Laporan Praktik Kerja Lapangan ini bertujuan untuk mengetahui Aktivitas Front
Desk Agent dalam menjalankan prosedur didalam Departement Front Office pada
Hotel Versa Bekasi serta mengetahui kendala yang dihadapi dan solusinya. Metode
yang digunakan dalam Laporan Praktik Kerja Lapangan ini adalah observasi,
wawancara, dan dokumentasi. Hasil dari Praktik Kerja Lapangan ini diketahui
bahwa Front Desk Agent berperan penting dalam menangani reservasi, proses
check-in dan check-out, pengelolaan data tamu, dan menjaga kebersihan area kerja
dengan prosedur yang telah di tetapkan manajemen hotel. Adapun kendala yang
dihadapi, yaitu gangguan sistem reservasi, ketidaksesuaian data dan masalah
komunikasi antar departemen. Solusi untuk mengatasi kendala — kendala tersebut
adalah dengan menerapkan pengecekan rutin data reservasi, meningkatkan
komunikasi melaui grup Whatsapp, serta pelatihan internal. Laporan Praktik Kerja
Lapangan ini bermanfaat untuk meningkatkan efesiensi kerja operasional dan
kualitas pelayanan serta memperkuat citra hotel dimata pelanggan.

Kata Kunci: Front Desk Agent, Front Office, Aktivitas, Kendala, Solusi.
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ABSTRACT

This Field Work Report aims to identify the activities of Front Desk Agents in
carrying out procedures within the Front Office Department at Hotel Versa Bekasi,
as well as to identify the obstacles encountered and their solutions. The methods
used in this Field Work Report are observation, interviews, and documentation.
The results of this Field Work Practice show that Front Desk Agents play an
important role in handling reservations, check-in and check-out processes,
managing guest data, and maintaining the cleanliness of the work area in
accordance with procedures established by hotel management. The obstacles
encountered include reservation system disruptions, data inconsistencies, and
communication problems between departments. The solutions to overcome these
obstacles are to implement routine reservation data checks, improve
communication through WhatsApp groups, and provide internal training. This
Field Work Practice Report is useful for improving operational work efficiency and
service quality as well as strengthening the hotel's image in the eyes of customers.

Keywords: Front Desk Agent, Front Office, Activities, Obstacles, Solutions.
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