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Introduction
     This report will provide a reflective analysis on different skills and how they can be beneficial. A SWOT analysis and Personal Development Plan (PDP) will be shown, which will highlight skills such as communication, time keeping and problem solving and how they can be improved on. It will outline how performance can be measured and what can be done to reach targets.
The report will then move onto discuss the skills that are needed to be an effective hotel manager, by the use of leadership skills, good time keeping, good communication, team working and problem solving, and how these can be used as a hotel manager to make sure that the hotel is being managed to a good standard. Finally the report will use the Mental Model to reflect and conclude on the concepts of self awareness, how to explore employment opportunities and employment laws that were learnt in this module.

SWOT Analysis
	Strengths
	Weaknesses
	Opportunities 
	Threats

	Team work
	Communication 
	The chance to work my way up
	People who are more skilled will have more of a advantage

	Ambitious & motivated
	Time keeping 
	Use skills to bring new ideas forward
	Less opportunities for change, this limits use of new ideas.

	Ability work fast & accurately
	Problem solving
	 Excel in the area being worked which will lead to success
	Limitations in resources & training



Personal Development Plan (PDP)
	Objectives – what needs improving?
	How can success be measured / areas of improvement be identified
	What actions can be taken to achieve this?
	How will this be implemented?

	Communication
	By identifying if the information that is being communicated is being understood and reaching the correct people.
	Make sure that I communicate any updates and changes to others to make sure that everyone is up to date with any changes or problems that may arise. 
	By making sure that I voice any concerns, changes or updates. This can be done in person, over message / email and can be done individually to specific people or in a team surrounding if more than one person needs to be informed.

	Time keeping
	By keeping a note of when tasks are started and completed, and setting targets for tasks, so that I can identify what needs improving and if deadlines are being met.
	Set myself targets to complete tasks in a time limit, and ensuring that I am setting myself goals and making amendments. 
	By noting down start and end times. This can be done by using a timer. By making changes when needed, for example, if I take too much time in one area, I will need to make up for the time by completing another task quicker, or by setting time aside.

	Problem solving
	By reflecting on how many tasks were completed and not avoided or referred to someone else.
	Always aim to resolve problems and not give up when an issue comes up.
	By thinking outside of the norm and looking got alternative options to achieve the desired result




Analysis of the skills needed to be an effective manager at a hotel
     The purpose of a manager is to guide a team to achieve the goals of the organisation (Zhuo, 2019). 	It requires the ability to operate and run a team effectively in order to make sure everything runs smoothy and efficiently. This can be done in many ways, such as through the use of taking leadership, good time keeping, the ability to assign tasks to individuals based on their individual skill set, good communication, problem solving and team work.
Taking leadership, ultimately means taking ownership of the responsibilities, and being able to attain authority and give direction to other members of the team (Adair, 1998). Having leadership skills is one of the most essential skills that a manager would need as it helps allow planning, directing and running the way the team carries out tasks. All other skills needed to be a manager stem from this one skill.
Leadership is needed in order to manage a hotel, as there are many different departments, such as administration, catering and house keeping which all require different tasks. The managers role here would be to observe individuals and make sure what they are doing is working to achieve the businesses standards. By doing so a manager would then be able to pinpoint things that need changing to improve the quality of work, and identify what is working.
Another skill that is effective as a manager of a hotel is good time keeping. This is a valuable skill to have as a manager will need to plan shift timings and pattens as well as breaks. This is important as this allows customers of the hotel to always have someone there to assist them when needed. Good time keeping and planning allows the manager to make sure that staff are not overworked and that the hotel is staffed correctly. Time management is a important skill for a hotel manager to have as it will free up time to get more done, it will make sure that time is being used usefully and is not being wasted (Jarrow, 2019).
In additional to this one of the skills a hotel manager will benefit is having is the ability to delegate tasks to individual based on their individual strengths and weaknesses. This will allow the manager to use employees to the best of their abilities. An example of this, if there are two people, one who is confident and friendly, and another who prefers to work alone and is a quick worker, as a manager it will be important to look at these characteristics, and assign tasks that are best suited to the individual. In this situation it would be best to place the confident and friendly individual at the front desk as they will be the first to greet customers, and the other individual in the office processing paperwork as they are a fast worker and works best alone. As a manager, being able to do this will make sure that staff are able to work to a high standard.
Moreover, as a manager of a hotel it is important to have good communication skills. A hotel is unpredictable and there is only so much planning that can be done. There may be things that need changing last minute, and as a manager it is important that details can be evaluated and communicated to the team in a manner that does not disrupt the way the business runs. It is important to be able to communicate important information and training, as team members look to the manager for support.  
In addition to this being able to problem is a important factor when managing a hotel, it is significant when it comes to being able to resolve problems fast (Eisner, 2021). Having the ability to think outside the box and provide a solution is something that every great manager needs. An example of when this can be used in a hotel is when something goes wrong with a customer’s room, for example it is double booked. In a situation like this the manager can use their authority and problem-solving skills to make sure that the customer gets a room and is happy with the level of service they receive. This could cause a initial disruption for the customer, however as manager a free upgrade could be offered. Having the ability to thing quick and offer alternative option can be a difference between a happy customer and a unhappy customer.

Reflection on the concepts learnt in this module through the use of the Mental Model
     The mental model as (Holtrop et al., 2021) describes is a model which allows an individual to evaluate and decision make, whilst taking into consideration all the different outcomes. This model can be used to visualise an individuals future and can be achieved by acting on the conclusions made from the mental model such as goals and the outcomes. 
This module has allowed me to learn a variety of different concepts such as self awareness, how to explore employment opportunities and employment laws. Self awareness is is the way you view and understand your self and your character (Oxford Dictionary, 2021). It can be described as the way that you view yourself and the way that your mind works and changes when you are completing different tasks. Self awareness is shown in the way you respond to situations and also the way you want people to perceive who you (Carver, 2012).
Self awareness and the Mental Model can both be used together for the use of career development. By using self awareness and the mental model an individual can decision make by looking at what they want for example their chosen career path, once they have self evaluated they will be able to identify and plan what they need to do. Once this has been put into place a person can then act and reflect on their plan and apply any changes needed, this can be done through the way a person speaks and behaves, by the use of self awareness a person is able to show how they carry themselves and this may change in different situations (Morin, 2011). Changes are all discovered through self awareness and a persons own wants and needs. For example, a person could be self aware that they would like a job which allows them to work in a team and also individually, if they are in a job that does not do this, through the use of reflection and self awareness they will be able to come to the decision that this job does not suit their needs.

Another idea which was learnt through this module was the ability to explore different employment opportunities through the use of different strategies. Exploring different employment opportunities makes sure that you are not limited to only one thing, and are allowing yourself a variety of options and picking the best out especially as things are always changing in society (Inkson, 2006). This can be done by looking for new trends and opportunities through research. For example a person who is interested in working in IT/Social Media, which is a popular job and well paid field in 2021 can look online and look for different internships with different companies. This allow them more opportunities as rather than limiting them-self to a standard office  job they may be able to find a company which is well known, such as Google to work for. By doing so they are allowing room for career development as there are always changes and opportunities in large companies. 
Different employment options can be explored by learning to have the ability to transfer skills over from one job role to another. This can be done by learning basic skills needed in all employment, such as team work, communication, motivated, ability to problem solve etc. Having different options is good as things are always changing and it is important to be able to transfer from one role to another (Denicolo and Reeves, 2013). By using the Mental Model you would be able to transfer these skills as you will have a understanding on what they are needed for and when they can be used. 
Employment law is another idea that was delved into during this module. This allowed a better understanding of the rights and entitlements as a employee. Having a understanding of the recruitment, dismissals and redundancy processes as well as the equality act are all important as they will allow you to reflect and raise any concerns if needed. Through the use of the Mental Model a individual can reflect and use make decisions on if they are in the correct job by looking at the jobs benefits and entitlements.

Conclusion
     Overall throughout the module many skills have been picked up on, by having self awareness and the use of the Mental Model a individual is able to allow themselves to develop through their career. This is done through reflection on what is working and what needs changing. By doing so a person can create a personal development plan and work on themselves to achieve goals. This module has taught me that it is important to learn key skills and keep options open and be able to transfer skills to different situations as things are always changing. 
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