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[bookmark: _Toc39498447]1.0 Definition and types of skills
Skills can be defined as the ability to perform certain types of action that can help getting a determined relation with a certain amount of time, energy and knowledge. Again, skills can be divided into certain types like hard skills, soft skills, employability skills and academic skills. 
Hard skills can be certain types of that are considered to be teachable and are measured by the abilities such as writing, reading or ability to solve problems. Soft skills can be said to characteristics that can help a person to be a good employee in an organisation. The traits are such as etiquette and listening along with many other. However, the study will emphasis on employability skills and will also highlight the academic skills. Employability skills can be defined as the skills that can be transferrable to a person so that they can have proper understanding of technicalities of a job role and therefore can be considered to be employable (Cotronei-Baird, 2020). On the other hand, the academic skills are defined as the skills such as presentation and reference which may also help an individual in a certain manner. 
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Academic skills and employability skills are effective for shaping the career of an individual. Considering academic skills, it is effective for encouraging the students to become efficient learners, as it gives confidence to the individuals for performing better in their professional life. Academic skills are somehow related to the employability skills as the individuals who are able to possess their academic skills might be able to enhance their personality in terms of employability skills (Cotronei-Baird, 2020). 
Employability skills can also be termed as foundational skills or job-readiness skills as it is effective for allowing an individual to work in coordinated manner with others and get acquainted with any working environment. Professional skills are effective for handing business operations effectively in an organisation. Considering the importance of having employability skills due to the intense competition in the labour market, employers prefer flexibility and ability in an individual to handle different tasks under different environments (Skoyles et al., 2019). 
Considering the academic skills and employability skills in the hospitality sector, it is necessary for an individual to possess skills like customer service skills, cultural awareness, communication skills, work ethics, language skills, teamwork skills, conflict management and professionalism.   
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	Strengths 
	Weaknesses 

	Considering my skills for working in the hospitality sector, I have observed that I am into a habit of getting accustomed with people and have good communication skills, additionally, At times I am an active listener as well. This signifies that while working in Marriott hotel, I would be able to listen to the customers and their issues. Being an active listener would be effective for me in order to provide enhanced customer service. Along with this, my better communication skills would result in enhanced teamwork skills. 
	I have analysed that I have weak time management skills, I often face issues in understanding which task is to be prioritised. Due to this, often I have to face procrastination, chronic lack of sleep and lack of punctuality. Considering professional life in the hospitality sector, it would be difficult for me to handle the burden of work if the above mentioned issues persist with me. 
Furthermore, I face problems in conflict management in a team. I also lack professionalism as I am weak in time management skills which eventually lead to issues like lack of punctuality which falls under improper working ethics in Marriott. 

	Opportunities 
	Threats 

	My weaknesses can become opportunities for me if I work on my weaknesses I can excel in the skills which I lack. Considering enhancement of time management skills, I can make use of different time management tools through which I would be able to learn the way to prioritise different tasks as per its significance. For conflict management, I need to practice active listening and enhance communication skills more, most importantly; I need to stay calm and recognise the reason for the conflict, maintaining a positive attitude and managing emotions are equally important. For professionalism and work ethics, I need to be punctual and handle tasks easily. 
	In the hospitality sector, the demands of the customers are fluctuating in nature and it is necessary for the individuals working in this sector to get acquainted with the changes taking place in preferences of the customers. I face threats regarding language skills, as Marriott is a renowned hotel, customers across different places tend to come here. Henceforth, often it would be difficult for me to understand the language of customers from international origin. This issue can be resolved with the passage of time. 






Table 1: SWOT Analysis 
(Source: Created by the Learner)
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There are different time management tools like Trello effective for visualising project tasks on dashboards which are used for managing and handling short and quick everyday activities. Considering my issues, through Trello, I would be able to initially create unlimited tasks lists, image and file sharing, organising lists by dates or priority and commenting and collaborating (Gill, 2018). Along with this, it is necessary to implement certain practical time-saving aspects for future betterment. The planning is under laid:
· Plan effectively
Plan is one of the best techniques for managing and organising time and is considered as a weekly sprint. The planning involves making a To-do list where the activities to be conducted are to be jotted down and the important tasks must be taken care of and putting all the energy in accomplishing them. The planning can be done on a weekly basis then accordingly countermeasures can be applied in the following week (Wilson and Ortiz, 2017). 
· Tracking daily activities
The daily activities must be maintained in a time log and stated regarding which tasks take how much time as this would be effective for understanding the time required to be spent for each of the activities.  
· Avoiding procrastination
As I am in a habit of procrastinating things, this is required to be avoided and this can be done through self-discipline and focusing on meeting the deadlines of the tasks (Jackson, 2016). 
· Asking other’s advices
Advice from colleagues or co-workers can be asked for, this is effective as they would be sharing their own experience and about their strengths and weaknesses and the ways through which they have overcome the issue. This can be effective for implementing the same for own benefit (Jackson and Oliver, 2018).  
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Objective 1: To find a good time management system  
	Specific 
	Measureable 
	Attainable 
	Realistic 
	Time bound 

	Managing time through scheduling the activities which are to be completed 
	This objective is measurable through creating a time audit, setting time to each of the tasks, using to-do list
	Planning ahead is required and self-monitoring is effective for time management goals. 
	I require to avoid consumption of alcohol or any addictive substance to eliminate the issue of chronic sleep which in turns affects me in terms of punctuality. If the above mentioned issues are resolved, the work ethics for working in Marriott would also be handled. 
	3 months 



Table 2: SMART Objectives for Objective 1
(Source: Created by the Learner)

Objective 2: To implement TRIP goals to avoid conflicts in professional career 
	Specific 
	Measureable 
	Attainable 
	Realistic 
	Time bound 

	This goal can be made specific by increase my efficiency in communication skills and active listening skills 
	If I have better communication skills, I would be able to solve the issues out before it takes the shape of a huge conflict. 
	I am also required to be focused in being an active listener for other staffs and co-workers in order to understand the root cause of the issue 
	I require in-depth analytical skills for the implementation of TRIP goals where I would be able to analyse the topic, relation, identification and processing of the goals in conflict management 
	5 months 



Table 3: SMART Objectives for Objective 2
(Source: Created by the Learner)

Objective 3: To expand professional knowledge through proper training 
	Specific 
	Measureable 
	Attainable 
	Realistic 
	Time bound 

	In case of any issue within professional context, it is necessary to seek for advice or assistance from senior management for solutions
	Getting training for betterment of professional knowledge like the rules and regulations of the organisation and related aspects are necessary to be understood.  
	Practicing the activities undertaken during the training is necessary for development 
	Gaining feedback from the senior management for self-satisfaction is also necessary.  
	4 months 



Table 4: SMART Objectives for Objective 3
(Source: Created by the Learner)
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	Priorities 
	Skills 
	Current ability 
	Targeted abilities 
	Time frame 
	Evidence 

	Good time management system 
	Goal-setting skills, multi-tasking and scheduling 
	Delegating skills, decision making skills and strategic thinking are certain current abilities which are required for good time management system 
	It is necessary for an individual to focus on the mentioned skills for time management factor. This would be effective for eradicating issues like unpunctuality or chronic sleep.  
	Within the 3 months 
	Auditing the activities, instilling keystones, scheduling the responses of the tasks and ensuring to take breaks from the activities which are to be completed.        

	Implementing TRIP goals for conflict management  
	It is necessary to avoid, defeat and comprise the root cause of any conflict. Along with this, it is the core responsibility for the team members to coordinate and collaborate reading the cause of the issue
	In case the TRIP goals are implemented, it would be easier for me to analyse and identify the root cause of the conflict. 
	It is necessary for me to enhance my active listening and communication skills and ensure peace of mind and be calm in order to handle the conflicts among team members 
	Within 5 months 
	I need to broaden my horizon and enhance the tolerance of uncertainty, getting real-;life education and boosting up the confidence. Additionally, an individual would also be able to have original and creative thoughts.   

	Enhancing professional knowledge through training 
	Active listening skills, interactive skills 
	These skills collectively would be effective for gaining professional knowledge 
	Interactive sessions are used for providing training to staff members like me who lack professionals. 
	Within 4 months 
	Through training sessions and meetings, it would become easier for me to interact with senior staff and gain knowledge regarding professional aspects of the organisation. 



Table 5: PDP Plan
(Source: Created by the Learner)
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Considering the job description of Marriott, it has been observed that the organisation provides a sheer focus on excellent communication skills, problem-solving skills, ability to work independently and team working skills. Considering the put forth skills which are necessary to be possessed by the candidates for working in Marriott, I have analysed that I need to provide a major focus on the problem solving skills and for that it is important for me to be an active listener and be calm while I am listening to the issues of others. Through this, I would be able to perform in a better way within a team. In the hospitality sector, in order to handle the fluctuating demand of the customers, it is necessary for the staff members to work in collaboration to meet the needs of the customers. It is necessary to review the skills required from the end of the recruitment agencies or job centres, as through this I would be able to get knowledge regarding the skills required for working in Marriott and accordingly I would embrace strategies for betterment of the existential skills acquired by me (Osmani et al., 2019). 
The hiring process of Marriott is done through Taleo Application, assessment and interview. I am required to be prepared for the process as the organisation throws situational judgement test, personality test, accounting test and G.A.T.E. Selection test of the individuals. The screening process of the candidates taking participation would be done through the Taleo which is Applicant Tracking System; this includes resume, parsing, assessment testing and an interview.  The candidates would be able to apply through the website of Marriott as well; the candidates are required to create an account by using their email address. For handing the interview process and the software system for the benefit of the candidates and the convenience of the HR managers, I would require to increase my technical skills as well in order to handle the screening process through ATS software (Skoyles et al., 2019). The candidates would be asked job-specific questions and general questionnaires. They would be asked about their educational qualifications and general questions regarding their initial experience, level of expertise or expected remuneration. Furthermore, attending Marriott Assessment Tests are also important which have several other components like Personality Test, Situational Judgement Test, and Leadership Assessment and Accounting tests. Herein, the psychological aspects of the candidates would be understood and analysis of their capabilities in relation to daily work-related activities is also understood (Jackson and Oliver, 2018). 
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