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The purpose of this report is to analyse my current academic and employability skills in order to find out how to improve them and how to use them in my future career. Using tools like the Gibbs cycle, the SWOT matrix and the personal development plan I will outline my existing skills and create a plan in order to develop and improve them, to fill some of the gaps in the industry, using the graduate attributes provided by the University and self-reflection.
            Gibbs reflective cycle was created in order to encourage people to use all the step for reflection and teach people how to think systematically.
Using the 6-stage cycle created by Gibbs, it is easy to analyse every situation that happens in my life. For example, one of the significant events that happened to me was being accepted to this University. The feeling created by this experience is a feeling of proudness, excitement to learn new things and have a chance to progress in my career and a little doubt about the next years. The evaluation of this situation is that it will give all the tools I need to become better and progress in my career, but I will have to sacrifice my full-time job to have time for studying and going to University. As a short analyse it one of the best decisions that I took because it will give more than only a job, it will give me experience, possibilities, opportunities, friendships and memories. In conclusion, I could have chosen a short course or just working for experience, but this is the best decision for me at this point. As an action plan, I will study and try my best regarding the assignments, so I do not fail.
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Figure 1. Gibbs reflective cycle


Analysing each decision or thing that happen to me with these steps will develop my reflective skills and will help me be aware of my problems and solve them as soon as they arise.
SWOT analysis is defined as a framework used to evaluate the competitive position and strategic planning, usually used by a company to asses internal and external factors. Individuals can also use it in order to reflect on their current situation, their internal and external factors, to see the current and future potential for development. This analysis is composed of strengths, weaknesses, opportunities and threats. The first two are part of the internal factors, while the last two are part of the external factors.

	Strengths

· Great communication skills
· Multilingual
· Good at physical activity and sports
· Friendly and confident

	Weaknesses

· Not creative enough
· Hard to express myself
· Sometimes very stubborn


	Opportunities


· Studying with my family will develop all our skills because we are all different
· A part time job will add to my experience in the CV
· The number of jobs increasing in the hospitality field
· Getting a degree
	Threats


· Brexit or other regulations may be a threat to my funding and to finding a job in the future
· Other changes in regulations and laws
· The possibility of some of the jobs being replaced by technology


 
Table 1. SWOT Matrix

The personal development plan is a process used to analyse and plan for a person's personal or career development. Especially during the University years, the teachers will try to encourage students to create and use PDP's in order to check their progress and make achievable objectives for improving some of the lacking skills. 
[bookmark: _GoBack]It is essential for someone to know their own skills and abilities in order to use and improve them and to transfer them in professional situations. Especially in the hospitality area, there is a need for specific skills and this lack can be used as an advantage in order to get a job. Developing skills is not only helpful in this industry, but also in any other career and even in the personal life. 



	
	
Short-Term Time Frame 
What do I want to accomplish in the next three to six months? 

	
Mid-Term Time Frame 
What do I want to accomplish in the next six months to two years? 

	
Long-Term Time Frame 
What do I want to accomplish in the next two to three years? 


	Section 1 - My Goals 
What are my overall goals that I want to accomplish in this time period? 

	Pass all the exams of this semester

	Get a better job in the field that I am studying
	Finish University and start my career

	Section 2 - Skills and Knowledge to be Learned 
What specifically do I need to learn? What project do I need to work on? 

	Referencing; academic writing; grammar; reading;

	CV; Cover letter; Skills in the field; Similar experience; 

	Degree; CV with experience; Additional courses or activities to stand out; 


	Section 3 - Next Steps 
How am I going to acquire the skills and knowledge? How am I going to do this project? 

	Use the Harvard guide and websites that help with citations; Use Grammarly to correct my mistakes and ask for feedback from teachers; Read all the courses and suggested reading;

	I will get my CV and cover letter checked by a professional; I will participate more in activities related to hospitality; I will work for experience in a different field; Do a summer internship;

	Study hard so I finish with a 1st degree; attend different events organised by the University; volunteer for experiences; have a part time job in the industry;
 

	Section 4 - Resources 
What resources do I need? 

	Time, help from teachers, Grammarly, Information from Moodle. 
	Internet; computer; free time; 

	Internet; computer; time; opportunities; motivation


	Section 5 - Time Schedule 
What is my time schedule? 
	Read and work on my assignments at least 2 hours/day

	Spend 1 hour per week applying to new jobs and completing job applications

	2 to 3 years


	When will I start? 
	Today

	After I finish with my assignments 

	Already started when I started the University


	When do I expect to finish? 

	When the assignments are finished

	When I get the job that I want

	As soon as I get my dream job


	Section 6 - Completion 
When have I completed each step? 

	
	
	



Table 2. Personal development plan


Considering all the data analysed before I will use my strengths and weaknesses to improve things from the PDP, I will use all the opportunities available in my advantage and I will try to take care as much as I can possible about the threats, especially the political or economic ones that are not really in my power. I am confident that after getting my degree, I will have the experience of going through University, I will acquire graduate skills like creativity, critical thinking, ethics, thinking internationally and applying knowledge. Also, on the top skills that employers are looking into new candidates and will give me a chance to show my potential, are skills like excellent communication skills, customer service, teamwork, perseverance and motivation.
Following the PDP, I will give 100% of myself when learning and reading for University, in order to achieve good grades to differentiate myself from other people applying for the same jobs, I will participate in events organised by the University, I will volunteer and take apprenticeships, to prove to them what I am capable of and to get some good recommendations or maybe an employment offer. 
Most of the skills mentioned above are very important in the hotel and hospitality industry because we work with people every day and we have to make sure that we do not get personally involved and we offer them the best experience they had. Being compassionate is an important skill in this industry, but knowing where to put a limit is the best way to keep everything professional.
            
            In conclusion, in order to achieve the job that I want in the industry, I have to work hard, give my best and prove what I am capable of. Using tools like the ones above, I reflect on my actions, I will set up targets and goals in order to get what I want, and I will check up on them often to make sure that they are fulfilled. Even if I am a very motivated and persuasive person, I am not immune to procrastination and having some fun while I am at the university, so making sure I stay on track is the key to become a successful person.
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