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Self-Assessment 
SWOT Analysis 
[bookmark: _Int_bZuR9csq][bookmark: _Int_6eTCX0sS]Strengths- One of my key strengths is my communication and customer service skills.  I have also developed strong teamwork knowledge by working alongside colleagues during busy service periods.  I am a strong active listener who can understand team members' needs and coordinate tasks effectively. I have the ability to process, understand and respond thoughtfully towards any situation.  I can ensure a collaborative work environment along with managing personal stress effectively and navigating interpersonal conflicts constructively.  
Weakness- Procrastination, delaying tasks which are important to success.  Indecisiveness, avoid making decisions due to fear of making the wrong choice. Additionally, skill or experienced gaps which can be hard or soft skills I haven't mastered yet due to a lack of training or exposure.  
Opportunities- Improving qualifications by accessing free certified courses. Receiving mentorship from experienced supervisors or managers. 
Threats- A change in technical requirements meaning a rise in new artificial intelligence tools, or an industry shifting towards a new software platform that I haven't learned yet. 

Evidence of Readiness
My work experience in the hospitality sector has enabled me to develop a range of transferable skills that demonstrate my preparedness for employment and future career progression.  In my current role, I am responsible for welcoming customers, serving food and beverages, operating tills and ensuring a positive customer experience.  These responsibilities require professionalism, attention to detail, and the ability to remain calm and efficient in a face-paced environment. Working closely with colleagues has also strengthened my teamwork skills, allowing me to contribute effectively to achieving shared goals. 
My university assignments have helped me develop skills including written communication, research, critical thinking and organization skills.  Completing presentations and group work has also increased my confidence when communicating ideas and collaborating with others.  

Employment Goals
Weaknesses: 
· [bookmark: _Int_Q5x0Jt5Y]Procrastination- Over the next 3 months, I aim to improve my time management skills by creating daily task lists, prioritizing important responsibilities and completing tasks before deadlines.  I will improve my productivity and demonstrate greater reliability by reducing procrastination.  
[bookmark: _Int_FTHS2IdP]This goal is important because effective time management is an essential employability skill.  This aligns well with employability because employers value reliability, organization, time management and the ability to meet deadlines. 
· [bookmark: _Int_oFb4khoL]Indecisiveness- To address my internal weakness of indecisiveness, I will strive to become more confident in making decisions in general and taking greater responsibility for my actions.  I will achieve this by considering available options, analyzing situations more effectively, and making timely decisions.  
Improving this skill is important because employers value employees who can solve problems and take responsibility for their actions.  This links well to hospitality roles because supervisors are expected to make decisions quickly, support staff, and remain confident under pressure. 
· Gap in Experience- Bridge the practical skill gap by completing hands-on projects. I will accomplish this by learning from experienced colleagues and completing relevant training to improve my knowledge.  Requesting opportunities to shadow supervisors, recording new skills and achievements to update my CV and learn about leadership responsibilities, seek regular feedback from managers to identify areas for improvement, volunteering for additional tasks can all increase my readiness for progression into a front of house supervisor or management role. This will help bridge the gap between my current experience level and my future career goals. This connects well with my career goal of becoming a front-of-house supervisor or manager, as it demonstrates that I recognize my lack of experience, but I have a clear plan to actively develop the skills employers look for. 

Personal Development Plan
Reducing Procrastination (3 months)- I sometimes delay tasks which can affect productivity and meeting deadlines. I aim to become more organized and improve my ability to complete tasks efficiently.  
Progression Measure: Improved completion of university assignments and workplace tasks on time. 

Decision Making Skills (3-6months)- I can sometimes hesitate when making decisions, especially in unfamiliar situations.  I want to become more confident and make effective decisions independently.  Practicing evaluating situations and considering solutions quickly are actions to acknowledge.
Progression Measure: Increased confidence when handling customers issues and workplace responsibilities. 

Gaining Supervisory Experience (6-12months)- I have customer service experience, but limited experience in leadership and management responsibilities.  Developing leadership skills is crucial for a supervisory role.
Progression Measure: Demonstrate improved leadership skills and increased responsibility of work.   
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Key Skills of Job Adverts
Both positions require effective leadership & team management, communication, customer service, problem solving, and organization skills. 
One key skill that I can use in my future employment role is leadership and team management.  This skill is essential within the hospitality industry because supervisors and managers are responsible for supporting employees maintaining service standards and ensuring that customers receive a positive experience. 
I will use leadership skills to motivate and guide staff, delegate responsibilities effectively, and create a positive work environment. Effective leadership will also help me manage challenges such as resolving conflicts, improving team performance, and making informed decisions under pressure. By continuing to strengthen this skill, I will become a more confident and capable manager who can improve employee satisfaction, maintain high service standards, and contribute to any area lacking support.   
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