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Introduction

I work as Front Office Manager in a 4-star hotel, and I manage a team of 11 people. I am also a father of a 7 year’s old boy and a partner. In my daily life many I face many challenges and demands, which require some techniques in order for me to handle it effectively.

 
You might relate, but for many times I have found myself wishing that the day could have more than 24 hours, so I could do more, or at least finishing what I had to do. This could be true in some extend, but what I missed to realise or questioning, was if I actually would be able to do more, or ended up with more to do? De Camargo (2017).

“I don’t have time” is often a common statement in my quotidian, but putting some thought into it, how this can really be affecting my life? 

I may have realised it before but after our first activity in Time Management topic in Academic and Employability Skills module, I have realised that in reality, I may have enough time, but I was lacking how I was managing my time in relation with what I had to do

Speaking of what I have to do, professionally, I am always representing my company’s best interest, either face to face when I am dealing with a guest, through emails or through contracts that comes with extensive terms and conditions that is not in my company’s best interest, taking away some of those lines or changing it to something that doesn’t defend my company’s interest. We work by a certain specific way of doing things, which means that something, not to say most of it, are already set up; - We call it Brand Standard & Procedures. Each situation is different with its own requirements and particularities, however, is my job to accommodate those requirements and particularities, without going against my company’s standard procedures and regulations. To be able to do that, I need some techniques, that able me to say what my company want me to say, but sounding like what whom I am dealing with, want it to sound and yet keeping my company’s best interest in check. It’s often very challenging, however there’s techniques that I have been putting into practice that have released some pressure and better my response to these challenges. 

As I mentioned earlier, I also manage a team of 11 people and each one has different requirements and demands. Is part of my job to listen those requirements and accommodate or take appropriate actions which mean I need to stablish an effective level o communication and listen to their concerns and requirement and improve the performance. An effective communication starts with listening and to listen affectively we need to be genuinely interested. Cornage D. (2009).


Academic and Employability Skills module has called my awareness on the certain important topics that enhanced my performance, productivity, and response to daily requirements and, in this report, I will be sharing with you 3 of those topics, and how it helped me to improve my personal and professional life. To be specific I am referring to Time Management, Paraphrasing & Communication Skills.




Time Management
To put this into perspective let me walk you thorough what time management is and then how I have applied it to my daily life and how beneficial it has been to me. 

So what is time management?
According to De Camargo (2017), time management is the process of planning, and organizing how time should be allocated in different daily activities. 

According to Morgan (2017) it’s not something that we can manage or control as it’s there regardless of what we do or think that we can manage it or not. 

According to Allen (2009), time management is the act or process of planning and exercising conscious control over the amount of time spent on specific activities, especially to increase effectiveness, efficiency or productivity. 


Being more aware of time management through Academic and Employability skills, made me wonder how I need to manage my time effectively. In order for me to improve my own personal and professional life, I need to do some changes and get rid of something I am doing but what in reality do I need to do, to have a good time management.

When I thought about it at first, I quite felt tempted to say It can be as simple as being aware and organize my time effectively. But how do I organise my time efficiently all the time and how can a simple switch of mentality can be so complicated and make me spend so much time, that I could have used it efficiently. It might sound simple but after trying to put it into practice, I came to realise that maybe I am trapped in the bad habits that I have developed along the years and never stopped to think about the impact that it is having in my life. SO I had to go further. 

According to Morgan (2017) in order for me to have a good time management, I need to understand what I do, and to understand what I do, I need to understand my job description. Job description might lead us to the obvious interpretation but, I didn’t interpret this job description as my role when I am at my workplace. My job description in this case I had to face it as what I need to do daily from the moment I wake up, until the moment I return to bed, whether I am working or not. He has given 2 ways of understanding the job description. 
· Control my life, as controlling time is not really possible, &
· Control what places demands on my life


To apply this to my life I had to ask myself whether I have a full control over my life. The answer was quit disappointing and to apply a good time management to my life, I have decided to come up with a system. 

I issue my own rota and the rota for my team every Friday for the following week. As I do this, I have decided to also, create a rota for my personal life for the following week, allocating time for the things that I have and intend to do towards the week. 
However, I was doing the rota, I was lacking what the places demands from me. Morgan (2017).  Since I was already doing an incomplete rota on a personal and professional level, I have decided to adjust those allocations to what the places demand from me, Morgan (2017), planning and exercising conscious control over the amount of time spent on specific activities. Allen (2009).

I can’t say that I have full control over my life, nor that I will have in the future, however what I can guarantee to you now, is that my organisation, productivity and level of stress has improved significantly. 


Paraphrasing

Like our previous topic, allow me to walk you through what paraphrasing is, so you can have a better understanding on what I am about to say, before me move on. 

According to Alian and Awjan (2020), paraphrasing is a writing skill that demands a  creation of  a new  text without changing the meaning of the original.

According to Meteer (1988) paraphrasing is a task of restating the meaning of a text in a different form. 

In my case, a text does not only translate into a line or paragraph of a standard operational procedures, or term of a contract, but also in a direct order from my manager, as it’s what I work with daily.

As I mentioned earlier, I am always defending my companies best interest, however, there’s certain things that are generic and most of the time I am dealing with a specific case that also require specific solutions, either face to face with a guest complaining about the something that didn’t go as expected and wants a full refund, via email where a high level of professionalism and veracity of the content is required, with a stakeholder  bringing an large amount of business but want a  certain terms on the generic contract removed. On this last one I cannot do as told by stakeholder so in order for me to balance that specific point I need to restate the meaning of the Alinea in a different form, Meteer (1988), or create a new text without changing the meaning of the original, Alian and Awjan (2020), but under no circumstance, removing the Alinea. So through paraphrasing I have way to find those common ground keeping the Alinea in question if not there at least most of it on the terms or last but not the least, a direct order from my manager that when said verbally comes in a informal way, however I need to communicate it either via email/ face to face and have to work on how I communicate it in a formal and professional way and still keep what  my manager have said in the content.  

So as you can see, either knowing it or not, somehow I am always paraphrasing and having a better understanding about it through Academic and Employability Skills has improved my professional life significantly also. 

Communication Skills

The last but not the least, in this paragraph, I will be sharing with you about communication skills and how it helped me to improve my professional life. Similarly, to the other previous topics, lets understand what communication is. 

According to Rosenbaum (2005), Communication can divide in different ways. In a simple term’s communication is: Information transmitted.  A verbal or nonverbal message. 
A process of exchanging information, between individuals via a common system of symbol, signs or behaviour.

Everybody needs to know how to listen, how to express they thought and feelings, and how to express what is really true. McKay M, Davis M & Funning P. (2009).

Having insights on the techniques that improve my performance and how I interact with other, has been very important and being aware of not only of what to transmit and how to transmit but also others key points involved in the process during the Employability Skills has been beneficial and helped me better my communication and interaction with my team and stakeholders that I co-operate with on the daily basis. 

Conclusion

As you can notice within each topic, I was able to apply the techniques learned in Academic and Employability skills to my daily life and it have Improved my awareness in general, how to manage my time more effectively, being more productive and, mindful avoiding procrastination. It has enhanced my listening skills and how I interact with others.
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