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[bookmark: _Toc38756130]Introduction
The following essay is aimed at framing a personal development plan, by taking into consideration the past, present and future information. In this essay, I shall be reflecting on my current skills and identify the areas that require further improvement. The SWOT framework, along with Gibb’s reflective model, would also be applied to understand and identify these areas. A personal development plan shall help me figure out how to do my job better, while also assisting me in the identification of the skills that require development (Grit, 2019), along with the methodology that I can adopt to achieve the SMART goals that I have outlined.
[bookmark: _Toc38756131]Current career and skills analysis
Skills form an integral part of any individual’s career and professional life (Saunders and Golden, 2018), and can be said to be as important as their educational degree. While it is not possible to apply for a job without the necessary educational qualifications, it is similarly not possible to manage that job if the person is devoid of the personal and professional skills that are required to fulfil the role. Thus, it is very important for me to develop and possess skills that would help me in my job and help me with progressing with my career. Currently, I am employed as the head housekeeper of a renowned 5-star hotel in the UK, the Exhibitionist.
Having the necessary skills also help distinguish the general candidates from those who would be fit for a particular job (Cisternas, 2018). This is why only the most skilled people with respect to the job position would be chosen to fulfil the responsibilities, as they would have the capability to carry out the necessary work with diligence and expertise. For this reason, it is also very important to conduct a skills analysis to identify the areas of strengths, weaknesses, opportunities and threats that impact the career of an individual. This can be done through a SWOT analysis, which is a framework for analysing the skillset that an individual has. I believe that the application of a SWOT analysis will help in identifying these aspects of my career and personal skills, thereby assisting me with the development of a personal development plan, that I can use for the future betterment of my professional skills.
[bookmark: _Toc38756132]SWOT analysis
The table below will help analyse and understand the different skills I have, while also identifying the possible areas for further improvement, along with the opportunities I might have.

Table 1: Personal SWOT analysis for understanding skills
	Strengths
	· I have a very good command and knowledge regarding finance.
· I have a sufficient amount of work experience, which has helped me reach the position of head housekeeper.
· I am good with management skills when it comes to the other housekeepers who work under me.

	Weaknesses
	· I am not very good at managing time and often face issues with managing the workload.
· I often face issues when communicating with the clients and guests.
· I face difficulties in terms of conflict management and often find myself in dilemmas.

	Opportunities
	· I could try to get a PhD, which shall help improve my resume and aid in getting a better job in the future.
· The hotel organisation intends to expand into a new location and I can try for a promotion and transfer to the new branch.
· My role as head housekeeper can help me develop my leadership skills while making it necessary for me to hone my communication abilities as well.

	Threats
	· Two of my colleagues are currently competing against me for the managerial position at the new branch that is being built.
· My involvement with the hotel has increased my workload significantly, which has left with me very little time to devote to myself.


(Source: Author’s creation)
From the above SWOT analysis, I can thus state that I have the ability to manage people under me very well, and I can attribute this to my work experience within the hotel industry. This has consequently helped me reach the position of head housekeeper at the organisation. I am also quite good at performing the work that has been allocated to me as I try to not procrastinate at all, but the problem lies in the fact that I am quite poor at time management. Thus, even though I am quite prompt and particular about my responsibilities, my lack of ability to manage my workload has affected by professional career quite significantly. Also, I lack the communication skills in terms of interacting with the clients and guests, which is again another weakness that can hamper my career since I am, involved with the hotel industry that deals regularly with visitors, and is based solely on customer service. These identified weaknesses can threaten my scope of being promoted to a managerial post at the new branch that my organisation is planning to open soon. This situation has been further worsened by the threat of competition from two of my colleagues, who are competing for the managerial post in that new location alongside me.
[bookmark: _Toc38756133]Gibb’s model of reflection
The Gibb’s model of reflection, also sometimes referred to as the Gibb’s reflective cycle, was a framework that was developed in 1988 by the American psychologist and sociologist Graham Gibbs. This reflective cycle is basically aimed at helping people to think in a systematic manner regarding the experiences that they undergo in a specific situation or activity (Hilliard, James and Batt, 2017). In my opinion, this reflective cycle is very useful for application in numerous situations, such as the evaluation of the professional and personal development of an individual. Also, it can help improve the understanding, and assist with poof-based learning as it deals with hard facts. Thus, this ability of the framework to allow a person to look past the surface of the situations and experiences to achieve a deeper level of understanding can help with improved learning and productivity in the long term (Arumugam, et al., 2017). The application of this framework shall help me better analyse my professional skills that help me with my career through its six stages as I have described in the next section.
Stage 1 – Description:The description stage is where the situation the individual is faced with is elaborated. I believe that this is an important step in ensuring that the events that took place can be fully understood. In my case, I can describe my situation as being unable to communicate properly with the guests, while also facing difficulties with time management due to my hectic work schedule.
Stage 2 – Feelings:This stage can help individuals explore the thoughts and feelings they experience during the situation or event. In my case, I feel frustrated and quite annoyed when I am unable to manage my time efficiently despite my repeated attempts at being very prompt. Also, I feel that I face issues with communicating my ideas and suggestions when the guests try to interact with me, and thus this also makes me feel very disappointed as I realise that being able to handle the customers is an essential step in having a successful career in almost any given industry.
Stage 3 – Evaluation:This stage can help individuals analyse and understand exactly those points that either worked or did not help achieve success in any given situation. In my case, I believe that the good thing about my experience was that it helped me realise those arenas where I lacked in expertise, and thus, this can help me with framing an appropriate professional development plan to tackle the situation in the future. Also, the bad thing about the experience was that it was very unsettling for me to not being able to manage my time and fulfil my responsibilities.
Stage 4 – Analysis:This stage can help to make sense of the experience or event that took place, by understanding the meaning behind it. In my case, I believe that I was able to understand my areas that needed improvement because of the exposure I received due to my job as head housekeeper at the Exhibitionist hotel. Furthermore, I had been unable to work on my communication skills due to a lack of my ability to manage my time efficiently, which would have otherwise given me the opportunity to practice the necessary skills and utilise them in my professional life.
Stage 5 – Conclusion:This step helps conclude the events that took place by summarising the attributes learned, and by understanding the course of action that could help improve the future outcomes. In my case, I have been able to successfully understand my weaknesses and how they can threaten my opportunity of being promoted to a managerial post at the new location, and I can consequently strive to work out a professional development plan to address these issues and improve my skills so that I can perform to my maximum potential.
Stage 6 – Action plan:This step can help outline what can be done differently if the individual is faced with a similar situation. In my case, I feel that having an elaborate plan on what tasks to do each day with dedicated time slots for the jobs would help me manage my time. Also, this shall help me get the opportunity to work on myself and improve my communication skills. A more elaborate and detailed analysis of the same can also be pursued through a personal development plan, which has been added in this essay for further reference.
[bookmark: _Toc38756134]Skills and knowledge that contribute to working effectively
As I have stated earlier, skills and knowledge come in handy when dealing with the pathway to professional success, since the best companies hire only those with the best set of skills. There are numerous other benefits that the skills and knowledge that I or any other individual possess can have. For instance, they can help with problem-solving and critical thinking. This can help me face troublesome situations and handle the problems in a rational manner by thinking about it from a critical perspective. Furthermore, this will help develop my confidence as well, since I would be able to take responsibility for my actions. This development of my confidence along with my ability to be responsible will contribute significantly to my career development and also in helping me meet my goals. Consequently, this will help me achieve command over my decision-making power and improve the same, which is very essential for maintaining my job role as head housekeeper. Also, whenever I am able to contribute to work in the optimum manner, it improves my sense of self-awareness as I can better analyse my actions and decisions, and realise those arenas that require improvement or change. In light of this discussion, I have identified below some of the most important skills that I believe have important roles in terms of allowing to complete any work efficiently.
Management skills:Having efficient management skills helps people increase their career prospects (Cremers, 2017). In my opinion, managing is quite difficult since it requires people to overcome the challenge of dealing with all kinds of group members who have different opinions and perspectives. Thus, having appropriate management skills consequently helps with better handling of the decisions that concern the people, which consequently assists in the smooth functioning of any organisation.
Communication skills:Communication is the key skill that is necessary for the career development of any individual. In my opinion, communication as a skill is required at almost every job position throughout one’s career, regardless of whether they are a regular employee or a high-level manager or leader. Thus, I feel that having good communication skills not only improves the prospects of having a fulfilling career but also contributes significantly in getting the necessary work done within the assigned time.
Hard and soft skills:The hard skills that one possesses helps them get the best jobs for their qualifications, and this is especially useful for those involved with project management or marketing. Moreover, soft skills such as leadership and time management are also great for having a chance at better career opportunities (Riyanti, Sandroto and DW, 2017). They help with efficient working and contribute significantly to the professional development of individuals.
Conflict resolution:As the head housekeeper of the Exhibitionist Hotel, I believe that I need to have appropriate conflict resolution skills since I have to manage all the other staff in the housekeeping department, thereby making it necessary to intervene when any conflict arises. Thus, this skill once again helps with the effective execution of my duties and responsibilities.
[bookmark: _Toc38756135]Readiness for employability and personal advancement
Employability can be said to be the presence of those skills and qualities that determine the preparedness of an individual in terms of being involved with an organisation on a professional level (Williams, et al., 2016). In light of the analysis that has been conducted so far, I believe that I am quite ready in this aspect, and I have also been able to identify those arenas that would help with my personal advancement in the near future. 
For instance, I have a considerable amount of work experience, which has helped me achieve my position as the head housekeeper at the hotel. I had started out as a trainer in the housekeeping department, and through my hard work and dedication, was able to be promoted to the position of  Deputy Head housekeeper.My expertise in managing the workers and trainees under me ultimately encouraged the Manager to designate me as the Head Housekeeper. I can therefore confidently state that I am quite ready to fulfil the duties that would be required of me in the managerial position at the new branch, in case I get selected.
Additionally, I wish to improve my finance skills for better application of the same in the near future. This will boost my overall resume and make me a good fit for any job I wish to pursue. I also intend on improving my time management skills, and my communication skills, since these two aspects are very important in further increasing the employability of any individual.
[bookmark: _Toc38756136]Employment laws
Before I can proceed with a job or choose an employer, I believe that it is important to ensure that the organisation adheres to the various employment laws and legislations, such as the working hours, hourly wages, employee safety and data protection, and workplace equality. In my opinion, every individual regardless of their background or gender deserve the right to be treated equally, and thus employers should work to make sure that their employees are being treated fairly.
For instance, employers cannot make the employees work for more than 48 hours in a week, while youngsters below the age of 18 cannot be made to work for more than 40 hours. The National Minimum Wage Act 1998 is also an important legislation that should be mentioned here, since it ensures that the workers get at least £8.21 per hour if they are 25 years old or above, while those up to 24 years of age are entitled to at least £7.70 per hour (Gov.uk, 2016). This Act has also helped strengthen the provisions for workers in almost every industry, and is therefore integral in terms of knowing about it for any individual who wishes to have a successful career.
Another important employment law that I believe I should discuss is the Equality Act 2010, which replaced a number of previous legislations and is therefore another integral part of the employment structure in the country (Equality and Human Rights Commission, 2019). Thus, in my opinion, an organisation that adheres to the necessary employment legislations is essentially the best choice for those who wish to have a fulfilling career.
[bookmark: _Toc38756137]Job search
Job search essentially refers to the act of seeking or hunting for employment, and this can be due to three reasons – a current state of unemployment, the desire to work in a better organisation or position, and dissatisfaction at the current workplace. Thus, I can say that the ultimate goal of searching for a job is to land up an interview with an organisation and be recruited by them after the process. There are numerous things that I believe should be kept in mind when searching for a job. For instance, it is very important to have a clear understanding of the sector or industry that the person wishes to work in, as this will help narrow down the search significantly and give them better options and prospects. Moreover, it is also important to run a background check on the organisations when applying for any position, in a bid to see if they comply with the employment legislations and workplace safety measures or not.
In my case, I am actually quite satisfied with my current job position at the Exhibitionist Hotel, and I would want to continue working with the organisation and utilise the scope of applying for a managerial position at their new branch that is under construction.
[bookmark: _Toc38756138]Career goals, objectives and experiences
The career goals and objectives that an individual has helps them acquire useful experiences in their professional lives (Hu, Hood and Creed, 2018). The setting of both short-term and long-term career goals is important in order to be aware of the direction that is to be followed. These goals can range from being minor, everyday objectives to those that can take significant time and resources to be fulfilled. Additionally, setting the career goals in a clear manner can help me complete the work that has been allocated to me in a timely manner, while also helping with the progress of my career.
In order to be recognised as effective or useful goals, the career objectives must be SMART, i.e., Specific, Measurable, Action-oriented, Realistic, and Time-bound. Being SMART makes it easier for people like me to actually achieve the targeted outcomes within the designated time-frame, since it becomes quite evident as to what I need to do in order to meet both the short-term and long-term goals. On reflection over the analysis that I have been to conduct so far, some of the SMART career goals that I can formulated are –
1. To improve my finance skills by the time I finish university
2. To improve my communication and conflict resolution skills in the next 12 months
3. To improve my time management skills by practicing the completion of at least five distinct tasks everyday for the next 6 months.
Justification:I believe that these career goals are suitable for me and can help me with my professional development, because they are aimed at improving both my strengths and weaknesses. In the past, I have been unable to manage my time efficiently, and have been unable to interact and communicate with the clients with the necessary amount of expertise.Thus, I have been able to identify my skill gaps and the same would be addressed through the fulfilment of these chosen objectives. For instance, improving my communication and conflict resolution skills shall help me with the manner in which I interact with the guests and clients. Also, enhancing my finance and management skills shall also help me improve my chances of being selected for a promotion at the new branch that the Exhibitionist Hotel is intending to open.
[bookmark: _Toc38756139]Personal strengths and areas for further development
In order to frame a personal development plan, it is not only important to identify my skill gaps but also those qualities that I already possess as strengths. From the analysis that I have conducted so far, I believe it is safe to assume that I have a good command over my knowledge in finance, and I wish to further develop it by the time I am done with my university education. Moreover, my work experience in the hotel industry and my tenure as head housekeeper at the Exhibitionist Hotel has strengthened my management skills as I am in charge of managing the housekeeping staff at the establishment.
However, my skill gaps are in time management and communication, especially with the clients and guests. Based on this assessment, the personal development plan that I have formulated below would help me achieve the goals that I have outlined before, and help me improve not only my employability but also my personal skills.
Table 2: Personal development plan
	Past / present situation
	Future outcome
	Method
	Timeframe

	Poor skills related to time management
	To be able to complete the designated work properly within the given timeframe and schedule
	I could make a list of five distinct tasks that I need to fulfil within specified timelines on a daily basis. This will help compartmentalise the tasks and reduce the chances of my schedule becoming hectic.
	6 months

	Presentation skills are rather limited
	To be able to better communicate with an audience on a formal platform
	I could attend workshops on presentation skills and public speaking.
	3 months

	Communication skills need improvement especially when dealing with clients
	To be able to better serve the clients and guests
	I can read at least 2 to 5 scholarly journals or books that deal with face to face communication, especially customer service.
	12 months

	Finance skills are commendable
	To be able to improve my existing skills and increase my career prospects
	I would need to consider the feedback from my professors and then work on those areas that they believe require more practice and dedication.
	6 months

	Team management skills are at par with my job profile
	To improve my employability with respect to being promoted to a managerial post
	I can ask my team for their feedback and opinions on what I should change or improve as their manager, and then implement the same after careful consideration.
	3 months


(Source: Author’s creation)
[bookmark: _Toc38756140]Conclusion
A professional development plan will thus help me achieve the SMART goals as I have outlined, and will help me improve my career prospects as well as my employability. I intend to work hard in order to ensure that I can have a successful career, while also growing both on a personal and professional level.


[bookmark: _Toc38756141]Reference List
Arumugam, B., Narayanan, V., Kathiravan, V. and Nagalingam, S., 2017. Reflective writing–how a medical student can reflect?. Journal of Education Technology in Health Sciences, 4(2), pp.47-53.
Cisternas, G., 2018. Career Concerns and the Nature of Skills. American Economic Journal: Microeconomics, 10(2), pp.152-89.
Cremers, M., 2017. Active share and the three pillars of active management: Skill, conviction, and opportunity. Financial Analysts Journal, 73(2), pp.61-79.
Equality and Human Rights Commission, 2019. What is the Equality Act?. [online] Available at: <https://www.equalityhumanrights.com/en/equality-act-2010/what-equality-act> [Accessed 20 April 2020].
Gov.uk, 2016. History of National Minimum Wage and Overview of Legislation: The National Minimum Wage Act 1998. Available at: <https://www.gov.uk/hmrc-internal-manuals/national-minimum-wage-manual/nmwm01030> [Accessed 20 April 2020].
Grit, R., 2019. Managing your competencies: personal development plan. London: Routledge.
Hilliard, D., James, K. and Batt, A.M., 2017. An Introduction to Reflective Practice for Paramedics and Student Paramedics.Faculty& Staff Publications – Public Safety, 15, pp.17-20.
Hu, S., Hood, M. and Creed, P.A., 2018. Career goal importance as a moderator in the relationship between career feedback and career-related stress. Journal of Career Development, 45(1), pp.3-18.
Riyanti, B.P.D., Sandroto, C.W. and DW, M.T.W., 2017. Soft Skill Competencies, Hard Skill Competencies, and Intention to Become Enterpreneur of Vocational Graduates. International Research Journal of Business Studies, 9(2), pp.119-132.
Saunders, K.M. and Golden, N., 2018. Skill or Secret-The Line between Trade Secrets and Employee General Skills and Knowledge. NYUJL & Bus., 15, p.61.
Williams, S., Dodd, L.J., Steele, C. and Randall, R., 2016. A systematic review of current understandings of employability. Journal of Education and Work, 29(8), pp.877-901.
