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[bookmark: _Toc16609452]Introduction
The study will focus on analysing the skills that are required by a person in order to obtain employment. The study will concentrate on the importance of penning down the essential skills that a person possesses along with the qualities that are required to be developed. In addition to this, a brief discussion related to the theoretical as well as practical knowledge that the learner possesses will also be discussed. 
[bookmark: _GoBack][bookmark: _Toc16609453]Skills Possessed
I have recently graduated and in a search for the job. In UK, the number of graduates that pass out every year is always an exponential value. As per the reports from the Office for National Statistics, the number was recorded to be 14 million in the year 2017 (ons.gov.uk, 2019). Henceforth, it is very essential that apart from the academic distinctions, it is essential that a person needs to have an ample amount of skills to fight and get a secure job in the competitive world. According to the overview made by the Office for National Statistics, the UK unemployment rate was observed to be 76.0% in July 2019 (ons.gov.uk, 2019). Henceforth, it is essential that a person needs to acquire maximum skills so that he may not be deprived of grabbing the available opportunity. In accordance with the view of Hargie (2018), skills are referred to as the expertise a person acquires in a particular field. Owing to the completion of the graduation, even I decided to pen down my skills so that I would become easier for me to understand whether I am capable of applying for the post of a receptionist advertised by Little Georgia Islington. The skills that I possess are adaptability skills, ability to work in teams, communication skills and ability to manage the available resources. These are a few of the skills that suit the post of the receptionist very well. However, there are many other skills that I need to acquire in due course of time.
[bookmark: _Toc16609454]Qualities needed to be acquired
The post of the receptionist is more of a multitasking job (Hemani and Rashidi, 2016). Henceforth, it demands a number of additional skills. One of the most essential qualities that I need to acquire is problem-solving skills. This skill is preferred by most of the recruiters. As a receptionist, I would be the person that the clients would see just at the arrival. Thus, it is very essential that I need to develop my capabilities such that I am able to tackle all sorts of situation. It is not always necessary that the clients come up in a good mood.  This also necessitates that I need to possess interpersonal skills. Further, these skills will also help a person to respond quickly during an emergency. In addition to this, the other essential requirement of quality includes the possession of technological skills. As a receptionist, I would be required to be an expert in maintaining the e-records of the client, the booking made by them and regarding the available seats. In addition to this, the job would also demand that I need to be well acquainted with the file transferring system and handling the social media platform of the restaurant. Thus, it is very essential on my part to upgrade my skills and qualities as per the demand of the job. 
[bookmark: _Toc16609455]Practical experience, personal knowledge and capabilities
The practical experience that had encouraged me to apply for the post of receptionist in Little Georgia Islington was the part-time work experience that I gained during the time of graduation. The part-time job was done in a small street-side restaurant that helped me to earn my pocket money. In that job, although I did not work as a receptionist, yet I am well aware of the responsibilities associated with this job. Henceforth, I am confident enough that I would be able to meet all the requirements of the receptionist post effectively. 
In addition to this, I possess a number of personal attributes that would be immensely helpful in carrying out the job role of the receptionist. Apart from being honest, I have a jolly nature that is very essential to lighten up a stressful environment. Work-life is often associated with immense stress (Karkoulian et al.,2016). Henceforth, often it has been found to de- motivate the employees. In addition to this, one of the major consequences that the employees have been facing due to the stressful environment is excessive employee turnover rate as stated by Giauque et al. (2019). In one such incidence, that I had witnessed during my part-time job was during the time of Christmas, there is always a huge rush in the restaurants. Sometimes this compelled the staff members to do overtime. In such a situation, I motivated not only myself but also other members by creating a friendly and jolly environment. This helped to lighten the environment and helped others to feel relaxed. In addition to this, the major ability that I discovered from the incident was that I possess flexibility, as I was always open for all types of shifts considering it did not hamper my college hours. Henceforth, this practical experience with the personal attributes and abilities that I possess has helped me to gain the confidence to apply for the post of a receptionist.
[bookmark: _Toc16609456]Self-Achievements
The achievement that I accomplished during the course of graduation was I had acquired a good amount of practical as well as theoretical knowledge. In addition to this, as a part of my project work, I visited one of the famous restaurants of UK, Little India to work with the receptionist. This had helped me to a greater extent to learn many things, especially how to deal with the situation. Although, yet an ample amount of things are to be learnt. In addition to this, I had learnt the basics related to the Data Protection Act, 1998 as its one of the important policies that is to be followed as a receptionist that the personal of the client should not be leaked out under any circumstances (Home, 2016). All these learning, I consider being my achievements as it had helped me to determine that I need to develop all the skills that are essential for the post of the receptionist. 
[bookmark: _Toc16609457]Evaluation of Hard and soft skill
Hard and soft skills are the most important requirement that is demanded by the employer while recruiting an employee. Hard skills are referred to as the technical knowledge that a person achieves via training or from his life experiences. This experience may be obtained either during educational life or during a professional career (Wikle and Fagin, 2015). As per the industry, hard skills also vary. In the hospitality sector, as the restaurant is one of the important elements. Henceforth, the hard skills associated with the post of the receptionist are having good communication skills. Although, communication is referred to as the soft skills, the essentiality to have a grab over the digital communication and knowledge regarding a foreign language is a part of the hard skill. This is very essential, as it is always not necessary that the restaurant will receive a customer that knows English. In addition to this receptionist is also responsible for communicating with the clients regarding bookings and so via e-mails. Thus, it is very essential that the receptionist must possess a good knowledge of digital communication. 
On the other hand, soft skills are defined as personal habits or traits that designs the way a person works in his workplace. Among the soft skills, the most essential one is related to the possession of social skills (Jones et al., 2017). This skill demands that the person should be friendly so that he or she may be able to deal with clients in the most decent manner. This will also help the organisation in creating a good impression so that the consumer may opt for the services repeatedly. In addition to this, it will also help to promote the restaurant without spending a penny. 
[bookmark: _Toc16609458]Theoretical and practical knowledge
The graduation classes had taught me the applicability of many models that are key to having a successful work life. One of the chief theoretical knowledge that I achieved during the graduation classes was related to fixed vs. growth mindset. As per the study conducted by Dweck (2015), a fixed mindset people are of the views that their traits cannot be changed. Thus, such a group of people only documents their talents as well as intelligence rather than developing the existing one. In addition to this, people with such a mindset consider that efforts are not required to achieve success rather only talent is required. I had this mindset during the college days but gradually on understanding the advantages of having a growth mindset, I changed my attitude. Growth mindset is associated with people that believe that it is very essential to develop the existing skills and achieve new heights of success. Such people provide equal weight to both talents as well as efforts. This theoretical knowledge had changed my perception and had encouraged me to take up the process of penning down my skills and the ones that I need to possess. 
The practical knowledge that I received during my graduate classes was related to the observation study that I had attended. In that class, we were taken to the restaurants to observe and learn how the people associated with the restaurant work efficiently. In this aspect, the teachers had provided the provision of interacting with the staff members along with the people of the management to clarify the queries. In addition to this, as project work, I had to work with the staff of the various restaurants so that we could learn the basics of the works properly. 
[bookmark: _Toc16609459]Personal Development Plan
	Skills
	Actions that will be taken to achieve the skills
	Monitoring process
	Time frame

	Problem-solving skills
	To improve my problem-solving skill, I would attain some online classes. Such classes provide some hypothetical situations so that a person can utilise his ability by breaking down the problem and solving it into small segments. 
	The online classes conducted a certain test that helps to monitor to what extent the skill has developed. 
	3 months

	Interpersonal skill
	Interpersonal skills could be improved with self-efforts. In this aspect, it would be essential that I need to practice to be more empathetic and should develop more of constructive interaction with my fellow friends. 
	Self and peer-reviewed
	2 months

	Technological Skill 
	To improve my IT skills, I will join a computer class. This will help me to learn the basic concepts related to the MS excel how to send an email and so on. In addition to this, I will also take the help of videos available on Youtube to learn the basic concepts.
	The mode of monitoring the action taken will be via a test that would be conducted after the completion of the course. 
	3 months


Table 1: Personal development plan
(Source: Muhammad Asim Farid)




[bookmark: _Toc16609460]Conclusion 
The study helped to understand that hard and soft skills are the most essential requirement that every recruiter demands. However, hard skills are not consistent. It varies from industry to industry. Thus, it is very essential that an individual needs to possess the desired skills that the industry demands. In addition to this, it is also very important to prepare a personal development plan so that a person can understand the skills that need to be improved and will help to strategies the way those skills could be upgraded. 
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In-class exercise 2: Summarising

Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI” on previous page. Now answer the following question in
your own words: What factors contribute to ALDI's success? Write about 175 words.
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In-class exercise 1: Paraphrasing

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module),

Student Name: (I)AMMap ASTM F"W@V studentin: | F1§ 625

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accid‘ently became an entrepreneur.
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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original_Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even In underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219

Paraphrase 1 - acceptable / unac@ﬂe
Reason: oo CJP\\/"/\IA!\"

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

Paraphrase 2 - acceptable / unat{table / Wﬂ
Reason: wWokpla  Croige 5 o9l 9”‘

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

Paraphrase 3 - acceptable / unacceptable
Reason: MNPt ﬁ‘ffv—(/( ﬂ( e e a~4 LJﬂ’/’h '~Q

‘Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
ns have become factories that are more conducive to the growth of bureaucratic procedures than
wth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
ly‘s cduu\lonll institutions "have no soul, no memory, and no conscience".

-
O _writh'af fhon ottty absve

Hall discusses the problems posed by the increasing bureaucratization
all maintains that overbureaucratisation is one of the key factors
iodl He points to the tendency of bureaucracies to promote
nd observes that few overcome that tendency. He believes
¢ schools bear a closer resemblance to factories than to
ies have no soul, no memory, and no conscience."
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In-class exercise 2: Summarising

Student Name: MV HAMMAL) ASIM FARTD  student ip: Zz /8 6 2 §

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar
which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do”. The principles of lean production are planned and built into everything that
Idi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
sourced locally where possible, reducing the need for long and costly delivery journeys.

ff costs can also be reduced as fewer staff are required if they can perform a
oughout t‘he store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to





