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Introduction
The aim of this assignment is to make a self-criticised report, based on the experience at work place by reflecting on my strengths and weaknesses. Education process affects a long part of human lifeline and professional life affects the next part. Determining the lifeline with high and low points provides you to see and evaluate life patterns by creating an extensive overview of your experiences. This is the most important step, but only the beginning once you decide how you want to be, where you want to be. On this journey, both your guide and compass will be your own carefully prepared personal development plan.
I am originally from Turkey and was born in Istanbul the point where continents meet. I studied in Hotel and Tourism Vocational High School because I was so interested in tourism and meeting new people. After graduating from this school, I started to study hospitality management in a good university but I could not continue due to financial problems. Therefore, at an early age, I started to work in Istanbul Marriot Residence as a housekeeping supervisor and promoted to head of housekeeping a couple of years later. That may be a success for someone relating to position and income but was not for me according to my career goal as I want to be a director of operations and have a university degree. 
"There are many ways of looking at success, some people define success in terms of objective material criteria. However, successful athletes may win world records even frame without earning a great deal of money " (Cottrell S.2010)
While I was working in Marriot, I met my wife who is a Romanian citizen and get married in Istanbul in 2009. Our common future plan was to move from Turkey to study and get international work experience. We were working together in same work place until new owners took over the management. Then, we moved to UK in 2014. I worked in different brand hotels inside and outside of London as head housekeeper. I got lots of experience and new technological techniques from my workplaces in UK that helped me to promote as Deputy Head of Hospitality in my current workplace. At same time, I attended a Certificate of Higher Education in Skills for the Workplace course İn University of Wales Saint Trinity David to complete my education process by integrating my job experiences I can more easily evaluate and develop the points that may arise from my weaknesses by getting academic help.


Reflection on your role play – job interview
The first step to getting the job you want is to know how to follow the application process. To facilitate the job application process, you need to identify what kind of job-related needs and desires you have. Then, we should prepare a professional resume and a cover letter to apply to the jobs. CVs stand out as the most important introductory instrument in candidate evaluation.
" A resume provides a picture of who you are as an employee by highlighting your skill set. An excellent resume illustrates how you fit this position and this organization and highlights the skills you possess relevant to the skills required by the position for which you are applying " (Maund A., Schriek M., Tinkler P.2017) 
Based on this, I prepared and updated my CV to apply to the jobs with a cover letter that are suitable for me. I got a phone call regarding to an online interview in SKYPE for head of Hospitality position in a company two weeks ago.
Before the interview, I read again the job description and personal specification to understand the skills the employer is looking for. I checked the company website to find out more information, prepared some answers for potential questions and a question to ask to the employer. My phone was switch of during interview. I smiled and greeted the interviewer. As National Career Service advised that Star method is used by preparing some examples that shows your skills and experience. (nationalcareers.service.gov.uk) Based on this, I prepared some answers with this method. I was asked different types of questions as competency based, situational judgement and motivational. I believe that I answered well as I was prepared.
Self-evaluation review – self motivation, learning style
Self - evaluation is the examination of your own performance in the past that contains strengths and weaknesses. To know your strengths and weakness is an important place to start where you should focus your self-development. You should see your inner world if you want to evaluate about yourself. Individuals must learn the importance of self-evaluation in order to be a learner for a lifetime. Setting a goal and achieving it becomes real with self-motivation that is the ability for an individual to do what needs to be done without someone’s help. If you want to survive in this business life, you have to learn to motivate yourself.
"Self-motivated people exhibit capacity to do what should be done, without impact from other individuals or circumstances with a push of internal quality that makes dreams a reality" (Suryanarayana S.2018)
I can say for my self-evaluation that I can describe myself a good problem solver and have a personality that never gives up, however my communication side was weak in the past and I still try to develop this by learning academically. For example, in my previous work place, when I started to work as head housekeeper, I had a team from different cultures and nationalities. Unfortunately, I had difficulties to communicate with them as most of them did not know to speak English well. As you know, Communication is the key factor in the success and to motivate the staff. This issue affected our service quality and department performance. Due to internal poor communication, guest complaints and bad guest reviews started to increase. This situation dropped my morale and motivation as well, to give up was the easiest way but I preferred to set a new goal by motivating myself. When I ask to people for their opinions, everybody advised different methods. Finally, I decided to search and learn the suitable and beneficial solutions from internet for communication and I challenged with this issue by creating housekeeping handbooks in different languages, organizing Basic English course for the team in the hotel. My goal was to increase the booking.com score as 9 in three months. As a result, we increased our department score as a team in two months. This example also shows us everyone has their own learning method. A learning model is any knowledgeable of learning new skills or knowledge. These models have sub-contents divided into learning styles such as Kolb, Honey Mumford and VAK. If we examine the VAK model; it expresses visual, auditory and kinaesthetic learning styles. This model states that every individual has a learning experience through any of these processes. So, visual learners can remember things they see better than they hear. Likewise, auditory learners get the best information through sound sources. Kinaesthetic learners gain knowledge by experience.
"The VAK learning styles model provides a very easy and quick reference inventory by which to assess people’s preferred learning styles and then, most importantly to design learning methods and experiences that match people’s preferences" (Mackay A.2007)
 I am good at in visual learning and like to search as I mentioned in the example.

Personal Development Planning - SWOT analysis
People either cannot achieve their goals by working in jobs they do not want or feel that they are dull in their job. The only way to prevent this situation is to make a good and successful career planning. Because your planning will both guide you and help you provide the necessary equipment to achieve what you want. 
"Planning for anything is often about finding a gap between where you are or where you want or need to be. Personal development is no different. So, whether we are looking at skills which will assist us in our studies or those which will help us in our career" (Morgan P.2017)
 In order to be successful in life, we need to be aware of our weak points as well as using our personal talents fully. With SWOT analysis, it is possible for us to identify our personal strengths and weaknesses. What makes SWOT analysis so effective and useful is that it reveals details that we would not normally be aware of, allowing us to understand our weak points and to consider the dangers that could harm us in advance and take precautions.
My strengths are: 
· I have an International Hospitality Diploma and Vocational Certificates from brand hotels that is valid in most of countries
· Critical Thinking: For example, I gained respect from the team in my workplace by listening their opinion, searching, analysing all points before decision, being open to criticism

· Well organised / Rota Management: Due to well organization and fair rota management, all the team mentioned in their appraisals that they are so happy to work with me. The senior management is also happy from my performance as we passed the inspection with very high score.
·  When I decided something, I never give up until I find a solution



My weaknesses are:
· Lack of effective communication
· Presentation Skills: For example, in my current workplace, I need to present my department monthly reports to the other head of departments but I struggle most of time.
· I sometimes don’t give attention to small details that are important
Opportunities:
· Certificate of Higher Education in Skills for the Workplace: I am studying this course that really helps me to develop my skills and makes a huge difference in sector.
· Career Progression in workplace
Threats:
· Covid 19 Pandemic really affects to recruit new employee
· Restricted Business Budget does not allow investment such as buying new equipment

Review of your understanding and expectations of the world of employment 
In today’s world, People take into account whether the perfect conditions are provided for learning, developing and being in safe more than job description and suitable salary. They feel safe by working in corporate places with certain rules and regulations. The purpose of rules and regulations in business are that they protect the company and employee rights.  People do their jobs efficiently in this kind of environment. Compliance with rules and regulations helps employees understand what is expected of them.
Prevention of work accidents, ensuring safe working conditions, are important issues that employers should emphasize. When people feel safe to come to work to go about their business. They provide more teamwork and higher company morale.
[bookmark: _GoBack]"The rules and regulation of the company means a set of written policies that made by company higher level authority and bound to follow all employees. Rules and regulations help to protect the business from any kind of legal claims also maintain the business with a positive work environment" (M.M 2019)
From my perspective, in addition to the traditional criteria such as wage, career opportunities and company location, there are criterias that have recently come to the forefront. One of them is flexible working opportunities. For the moment, I am working and studying a course at same time and want to be successful in both so my current workplace really provides me this flexibility when I need.
Career ambitions and aspirations
People want to have a job that they want to enjoy. If the job is not suitable and good, the person cannot feel motivated. I personally want a job that I like it, which I feel passionate.
As I mentioned before, my future goal is to work as a Director of Hospitality in a large corporation in UK in three years that is well suited with my expectations from a workplace. I am really so motivated to achieve this and know the necessary skills I need. I am developing myself to fulfil this gap by studying and learning academically, having necessary trainings. I am aware of setting a specific goal for an executive position with a time frame is very laborious but Never giving up is my best strength is this career way. 
Personal development plan
Without a plan, you can wander aimlessly and miss big possibilities. A personal development plan sets down the path to your goals, and also brings to mind those goals when necessary. How preparation reduces the risks during travel, the personal development plan also reduces the risk of getting lost and taking the wrong path. As you can see my personal development plan below, I stated my action plan for all necessary skills with the measurement and time frame in order to achieve my goal.
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Person specification
Company name:Excelcare

Job title:Head Housekeeper

Criteria

Essential

Desirable

Qualifications

GCSEs (or equivalent)
including English and Maths

NVQ/Hospitality Manégement

Skills/competencies

-To understand and ability to
adhere to infection control,
health and safety/COSHH
guidelines

- Proven communication skills
both written and verbal.

- Proven ability to organise
priorities.

- To recruit, motivate and lead
a team of staff

-Ability to work on own
initiative and prioritise work
schedules.

[Knowledge

Understanding of
responsibilities under

HSAW Act, COSHH, Infection
Control.

-Knowledge on Microsoft Office
programmes and Outlook.

- Working knowledge of key employment
legislation in grievance, disciplinary,
managing attendance and recruitment.

Previous experience

A minimum of one year’s
previous experience working as
Head Housekeeper or

longer in a Supervisor role with
strong focus to customer
service

Previous housekeeping management
experience within a residential home
setting.

E{gperi ence i

Experience of understanding

Previous hotel services
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”fmﬁv'day to day performance

links In to service level
agreements /

standards and key performance
indicators

experience within a care home
environment.

| Special attributes
(for example, a track record of
writing financial reports for a
company board)

-Preparing monthly department
report

|"Personal qualities
(for example, self-motivation)

-Ability to appreciate the needs
of others

- Ability to work as part of a
team

-Ability to work unsupervised,
using initiative

| and maintain professional

standards, even when under
pressure

-Flexible to meet the needs of
the home

| -Preparing annual department budget
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Private & Confidential
Application for Employment

To ensure that you are able to complete the application form in full, please refer to the short-listing
criteria on the job description.

Position Applied For | HEAD HOUSEKEEPER
How did you learn INDEED.CO
about this vacancy?
1. Personal Details
Title

MR
Surname

KAPUCU
Previous Name
Forenames GOKHAN
Address 7 BUCHINGHAM ROAD, LONDON
Post Code E15 1SW
Telephone number Mobile No 07894427191
E-mail address gokhan-ro@hotmail.com
National Insurance
Number SR805194C

o

1a. Additional
Information - B
Do you hold a full, clean driving license valid in the UK? Yes X No
Do you have the right to work in the UK without restriction? Yes X No
(Proof of right to work in the UK ID will be required)
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2. Employment History

The last 5 years employment should be detailed, including any gaps in employment.
Please continue on a separate sheet if required.

Current or Most Recent i
Employment ‘
Employers Name Queens Oak Care Home

64-72 Queen's Rd, Peckham, London

Address

Postcode SE152QL

Job Title Head Housekeeper

Dates of Employment From April 2019 To Present Date
Reason for leaving Re-location Salary £11 per hour
Brief outline of main Managing a department of 12 employees, the cleaning of 92 rooms,
responsibilities and key public areas, in-house laundry

duties Provide leadership support to the Housekeeping and laundry

operations team in directing tasks as well  as performing hands on
housekeeping and laundry activities when required.

-Develop work assignments for housekeeping and laundry team
members and supervising  housekeeping and laundry operations to
ensure they meet standards. -
Take ownership for recruitment and training of new team members,
provide coaching and develop team members with regular 1:1

meetings and appraisals.

-Preparation of Rotas





image8.jpeg
2. Employment History

The last 5 years employment should be detailed, including any gaps in employment.

Please continue on a separate sheet if required.

Current or Most Recent
Employment

Employers Name

Holiday Inn Croydon / Hotelcare

1 Priddy's Yard, London, Croydon

Address

Postcode CRO 1TS

Job Title Head Housekeeper

Dates of Employment From August 2018 To April 2019
Reason for leaving End of Contract Salary £23000

Brief outline of main
responsibilities and key
achievements

-Managed a department of 15 employees, the cleaning of 156 guest
rooms, public areas, outsource laundry.

-Ensured housekeeping and laundry duties are completed efficiently
-Handled all guest complaints and dealing with guest's special requests
and preferences.

-Established standard of cleanliness for the hotel, and insuring that
these standards are met.

-Checked completed bedrooms with an eye for detail, to ensure they
are cleaned to the required  standards

-Responded in a professional and courteous manner to arriving,
departing and in-house guests by providing accurate and timely
information and services.

Previous Employment

Employers Name

Park Plaza Park Royal, Carlson Rezidor Group

Job Title Head Housekeeper
Dates of Employment From August 2017 To May 2018
Reason for leaving Re-location Salary £28000

Brief outline of main
responsibilities and key
achievements

Managed a department of 25 employees, the cleaning of 212 guest
rooms, public areas, outsource laundry and dry cleaning

-Increased revenue of extra fee cleaning and concierge services 22.5
% annually by providing a superior experience to all residents by giving
warm hospitality with correct budgeting

-Planned and organized accommodation services; managing budgets
and financial plans of Housekeeping Department as well as controlling
expenditure &

-Recruitied, trained and monitored staff; planned work schedules for
individuals and teams; meet and greeted guests; deal with guest
complaints and comments; addressing problems and troubleshooting

| Previous Employment |
Employers Name

‘Frasers Hospitality - Frasers Place Anthill -Antasya Hotels

Job Title

Executive Housekeeper
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Dates of Employment From June 2015 To July 2017 T

Reason for leaving Moving to UK Salary 5000 TL
Managed a department of 53 employees, 323 guest rooms, public

Brief outline of main areas, pre-opening and opening of Frasers Place Antasya Istanbul,

responsibilities and key reported directly to GM.

achievements -Reduced laundry operation costs 13.5% annually by changing the

outsourced supplier

-Reduced daily costs of cleaning rooms by employing more effective
and cost-efficient cleaning agents.

-Achieved 20% in cost savings on chemicals, equipment, and machines
by negotiating better quotations and optimizing machine usage.
-Increased mortuary-handling efficiency 66.7% by coordinating with
Engineering Department

Please continue on a separate sheet if required.

3. Formal Qualifications and Training & Development

Continue on a separate piece of paper if required. You will be required to provide original qualification
certificates if successful.

_ Secondary Education Qualifications |

Name of Qualification Date Gained Level Grade Awarding
Body
Fenerbahce High School 1991-1993 - 4,75/5 DIPLOMA

“Further/Higher Educati

Qualifications

Name of Qualification Date Gained Level Grade Awarding
Body

Istanbul Anatolian Hotel and Tourism 1994-1997 - 9,110 DIPLOMA

Vocational High School
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Professional Qualifications
Name of Qualification Date Gained

Level Grade Awarding
Body

CPD / Training and Development
Brief description / course title Date Taken
COSHH Essentials June 2019
Health & Safety June 2019
Train the Trainer / Frasers Hospitality January 2016
Housekeeping Excellence Program / Frasers Hospitality January 2016

4. Interests and hobbies

Please provide details of your hobbies / leisure activities / voluntary work

Swimming, Playing Chess, Travelling, Photography
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5. Referencing

Referencing required for 2 full years (with a minimum of 2 references). At least 1 reference should be your
current of most recent employer. Please confirm any existing personal / family relationship with existing PRC
employees

References (Current or most recent
employer)

Name of Referee Saye Fedipe
Job Title Home Manager
Employers Name Queens Oak Care Home
64-72 Queen's Rd, Peckham, London
Address
Postcode SE152QL
Telephone Number 020 7277 9283 Ext. Number
E-Mail Address seye.fadipe@excelcareholdings.com

Are you willing for this
referee to be approached Yes X Nd
prior to interview?

Name of Referee Cyril Warsono
Job Title Business Development Manager
Employers Name Frasers Hospitality
Istanbul /Turkey
Address
Postcode
Telephone Number 0090212 566 27 14 Ext. Number
E-Mail Address Cyril.warsono@frasershospitality.com

Are you willing for this
referee to be approached Yes X No
prior to interview?
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6. Reason for applying

Please detail below reasons for applying for the position including your skills,
experience and attributes.

| read your posting with interest as ExcelCare is one of the most institutional health care
companies in UK.

With more than 15 years' experience in housekeeping management, | am adept in team
leadership, staff development, and budgeting. | excel at:

« Managing up to 50 team members at a time

» P&L Management — Fourth Payroll

* Pre-Opening

« Hotel / Care Home Housekeeping Management

« Laundry — Supplier Management

« Front Office Management

- Creating schedules, administering budgets, and mentoring staff.
« Assessing guest satisfaction and developing improvement plans.
» Responding quickly to guest requests.

In addition to my experience and personal qualities, | have a solid educational
foundation and a passion for leading high-performance teams. | would welcome the
opportunity to contribute to your continued success.

My experience aligns well with the qualifications you are seeking in your company and | am
certain | would make a valuable addition to your organization. As an head housekeeper, |
want to coordinate and control all housekeeping activities in a property effectively and
efficiently which would help the organization to achieve its objectives and goals with satisfied
customers.With this aim , | think | meet your criteria for this role.

7. Declaration
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| certify that:

e All the information given to me on this form is correct to the best of my knowledge
e All questions relating to me have been accurately and fully answered

» | possess all the qualifications which | claim to hold

Signed: Date: 02.08.2020

Print Name: GOKHAN KAPUCU
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Development plan

NAME: GOKHAN KAPUCU Student 1908941
NUMBER:

COVERING THE | OCTOBER 2020 0! OCTOBER 2023

PERIOD FROM:

This record sheet is for your guidance only - you may present your development plan in any other format.

Planned outcome

Where do I want 10 be by the end of this period? What do I want 1o be doing? (This may be evolutionary or "more of the same".)
I want to get my promotion or find a new position as Director of Hospitality in an institutional company by end of this period

What do T want/need to learn?

What will T do to achieve this?

What resources or support will T
need?

What will my success criteria be?

Torget dates for review and
completion

Knowledge of leading in the
business

Widen my understanding of
leadership

Complete Leadership in
Workplace course/Level 5 in
UWSTD and top-up
university

Tdentify key training
opportunities in the business

Observe experienced
managers

Moodle, Course books

Advice from Line Manager
and team feedback

Senior Colleagues

Course assessments
Certificates, Diploma

Line Manager Appraisal
Report

Monitoring and performance
appraisal

2021 October - 2022
October-2023 October

Quarterly - Annually
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What do T want/need to learn? What will T do to achieve this> What resources or support will I | What will my suceess criteria be? Torget dates for review and

need> conpleton
Tmprove communication skills | Communicate with alllevel of | Line Manager / Meetings | Feedback from the team and | Monthly
staff senior managers
Improve presentation skills | Monthly department reports | Advice from senior managers | Feedback in HOD meetings | Monthly
Tmprove financial skills and | goin further experience of | Use training opportunities | GM Reports Monthly

budget plannin
lget planning business analysis process and revision
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Job Description

Job title: HOUSEKEEPING MANAGER

Department/Section: OPERATION

Reporting to... HOME MANAGER
(name and title of line
manager)

Main purposes of job

1. To lead, manage and supervise the hostess, domestic and laundry staff team to
ensure the home achieves an industry leading standard in hotel services provision.

2. To provide a high standard of hospitality, cleaning and laundry within the home by
maintaining an efficient, cost effective, clean hygienic working environment

3. To ensure every resident request is completed promptly and decisively, aspiring to
make the impossible, possible!

Key tasks

1. Prepare and maintain a 4-week Rota, ensuring the Housekeeping team is
adequately staffed at all times.

2. To instruct the Housekeeping team in their role and required duties / allocation.
3. Obtain feedback from residents and staff regarding cleaning and laundry quality to
ensure that we are meeting the needs of the home and our residents at all times.

4. To ensure that all cleaning and laundry consumables are ordered from current
nominated suppliers in line with Company purchasing policy.

5. To work within agreed budget guidelines on staff costs and consumables and to
cooperate in any action necessary so as to keep to budget.

6. To ensure cleaning of all areas of the home are to the highest standard, including
grounds

7. To organise deep cleaning duties when required.

8. To ensure the laundry of residents clothing is to the highest standard, including
ironing

Key results/objectives
1.Residents Satisfaction

2.Employee Satisfaction

3. To achieve the goals in a budget plan

Responsible for staff/equipment
Domestic and Laundry staff





