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Introduction

For this assignment I have been tasked to describe and analyze my current academic and employability skills. I will write about the skills I have gained through my student and professional experience and the skills I would like to develop to help me progress on the way to achieve my goals, build exciting career and grow as individual. I will present my personal SWOT analysis which is going to help me to determine my strengths, weaknesses, opportunities and potential threats. I will then analyze it and build my Personal Development Plan where I will create plan about how I can improve and correct my weaknesses and to turn them in to strengths and opportunities.
I’m 21 years old and currently work as a barista in small central London cafe. I have been working for the company for nearly 2 years. My position gives me the opportunity to show my employability skills. I have little work experience at this early stage of my life and have been developing and improving my academic skills as a student.

When you looking for a job you should be aware of your skills, you need to prove to the employer that you are going to be useful to the company. Depending of your training and experience you could have a number of specific professional skills such as: organization and time managing.
According to (Skills you need, 2011-2018) Your education experience may make you eligible to apply for a job, but to be successful in most roles, you need skills that you are likely to develop over time. Some will be specific to the job, but the vast majority will be so-called ‘soft skills’ that can be used in any job or employment sectors. These soft skills are ‘employability skills’: they are what makes you employable.
I have analyzed my current academic and employability skills and the skills I would like to improve and develop so I can progress as individual, student and employee.



My current academic skills:
· Ideas and organization- Personal management.
· Adaptive thinking- Being able to adapt to changing conditions and learn new things efficiently and quickly.
· Collaboration skills- Easily cooperate with other individuals.
· Critical thinking- Provide new ideas and solve problems.
· Note taking

Academic skills that I like to develop :
· Presentation skills – Being able to speak in front of audience.
· Time managing- Planning and organizing my time.
·  Communicational skills- Being able to communicate effectively with others.
· Build writing skills
· IT skills

My current employability skills:
· Teamwork – Building good working relationships.
· Ability to work under pressure – Being able to stay calm in event of crisis.
· Problem solving – Being able to solve problems with analytical and logical approach.
· Motivated – Staying cheerful and show that you can always find a way through even when is tough.

Employability skills that I like to develop:
· IT skills – Ability to manage complicated projects.                                                                     
· Organizational skills- Being able to work efficiently, prioritize and manage your time well.
· Confidence
· Negotiation and persuasion skills







SWOT analysis
The SWOT analysis is significant tool within the situation analysis to collect all necessary basics of decision-making from different sources. The point of the SWOT is to assess and adjust an individual's qualities and shortcomings to the chances and dangers to create key options. (Pahl and richter,2007) [image: ]
SWOT analysis is a process to discover where we are strong and vulnerable.                                    In case you really want to be an innovator, you need to explore your strengths and opportunities, if you are aware of them, you can use that to maintain and nurture an innovative approach in your organization. The outcome of the process would be your ‘action plan’ that will outline the practical steps to take advantage of or avoid the threat, maintain your strengths, or deal with weaknesses. The analysis can be applied to individual, company or service.
 
 






My individual example of SWOT analysis: 

  Strengths -
· Patient – Which is going to help me to progress toward my goals
·  Adaptive – Willingness to adapt to changes and quickly adjust to them
· Creative – Flexible, open minded, always open to new ideas and approach            
· Ethical -   Ethical organizational culture, ethical virtues, remaining committed to honesty, values and looking out for other individuals           
  
Weaknesses – 
· Presentation skills – Delivering a presentation and speaking in front of audience in attractive way.    
· Procrastination – Struggling with avoiding and procrastinating on issues that matters. 
· Overthinking- Thinking too much instead of acting.
Analyze, repeat and comment the same thoughts over again.
· Not enough experience in the hospitality sector.

 Opportunities –
· Enhancing education 
· show off the skills I have learned 
· Travel around the world
· Find a better job

 Threats –
· Training and education obstacles
· Personal medical problems
· Financial difficulties
· Not enough time 


     SWOT is a method not only for analysis but also for planning. An analysis, however detailed and accurate, without the next step of planning, is generally useless. In this sense SWOT is often followed by the preparation of some kind of plan. In this case I’m going to create my individual
Personal Development Plan
Your personal development plan should define your aspirations, development needs, and time lines. Your personal performance plan should define what you are supposed to do and how you will be measured against the performance plan. Your career success will be determined by your own commitment to excellence and your passion for winning, and by the company’s willingness to invest in you to help you create and develop the skills required for you to perform your job. Your success (or failure) will reflect how well you succeed in performing job responsibilities and fulfilling the specific objectives of your operation. (Crawford, 2005)
This is an example of my personal development plan for the next 3 months to 3 years, which is going to help me how to improve myself, what should I do and when exactly I should start. I believe that it’s good every individual to build such a motivating plan and follow it down step by step in order to succeed.
	[image: ]

	
Short-Term
  Frame
3 to 6 months
	
Mid-Term
Frame
6 months to 2 years
	
Long Term
Frame
2 to 3 years

	
goals
	Develop
Presentational
skills
	Graduate 
Successfully 
IHM course
	Find good job in hospitality and hotel industry and start building my career

	Skills and knowledge to be learned
	Speaking in front
Of audience
	Marketing skills; organizational skills; Management
	Leadership;
Communicational skills;
Administrative skills; management skills

	How am I going to acquire the skills and knowledge
	Attend another
Presentations;
Watch videos;
Self-learning
	Attend sessions;
Read books;
Write essays

	Perseverance;
Attention;
motivation


	
Resources
	Time managing

	Time; funding;   
    support
	Funding; time; 

	
Time schedule
	Do this every week
	Every week in next 2 years
	Next 2 to 3 years


                                                                                                                                    


Skills to find employment in hospitality and hotel industry 

Each career that is profiled requires certain skills, experience, and personality traits in order for one to excel in the field such as: computer programs, foreign languages, pubic speaking, or other learned expertise as well as innate abilities, such as flexibility, humor or patience that will enable one to be successful. (Burns, 2010)
For the workforce occupied by the hospitality industry, despite its specificity, there is a basic skill that everyone needs to possess- the ability to communicate effectively. Where combinations of different qualifications or the combination of occupational skills specific to different positions is required, leading to the emergence of new professions. This is particularly typical for small and micro enterprises in the hospitality industry.
To find a job and work in such industry a person should be able to handle many responsibilities, to have attention to detail, to be flexible and to be open and responsive to people.
· Functional skills describe different areas of skills and knowledge, which underpin effective performance in everyday life. They are needed for continued employability and prosperity. They are a means of providing that you are working at the level needed in key areas of competence for your job role. (Marsh, 2012)

              










Conclusion

With an in-depth research I’ve got to know better what academic and employability skills are. I’ve managed to make a revision of the academic and employability skills that I have already acquired and these I’d like to develop. Then through the technic of the SWOT analysis I’ve determined which are my strengths, weaknesses, opportunities and threats. After that I have created a Personal Development Plan to help me with the achievement of my goals and overcome my weaknesses. I have learned about the most desired skills in the hospitality and hotel industry and how I can improve myself to find an employment there.
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