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1. Introduction

The evaluation is based on my career growth process in the position of Housekeeping Coordinator in the hospitality sector. It examines the job advertised requirements and skills of the position, assesses my personal preparedness by a SWOT analysis, and outlines a systematic Personal Development Plan (PDP). Hospitality business is a very competitive industry that is service oriented and leadership, operational efficiency and superb communication skills are essential in the industry. My present work experience as a Housekeeping Supervisor, alongside my studies in the CertHE Business Skills in the Workplace, has given me a good platform upon which I can advance to a coordination and management position. This evaluation shows how my existing competencies can match the requirements of the Housekeeping Coordinator job and how a planned development will help me to achieve my future career objectives.

















2. Job Advertisements Comparison.

Chosen Career and Field
My selected profession is Housekeeping Coordinator in the hospitality management industry. The position will be focused on the daily running of housekeeping departments, staff coordination, front office and maintenance team communications, administrative tasks and high standards of services (Nickson, 2013; Baum, 2015). The Housekeeping Coordinator is in a critical position in the aspect of customer satisfaction as he/she ensures that rooms are ready on time and that all the operational problems are solved promptly and in a professional manner (Baum,2015), My long-term objective is to advance to the position of Housekeeping Supervisor and then to Housekeeping Coordinator and ultimately to hotel operations management.

Essential Skills and Job Requirements of Four Job Adverts.
Having analysed four job ads of a Housekeeping Coordinator on major hospitality recruitment sites like Indeed, LinkedIn and CV-Library it was evident that there are a few skills and requirements that were continuously found (Nickson, 2013). These were outstanding verbal and written skills, good organisation and time management skills, multitasking in a hectic setting, leadership and team coordination skills, attention to detail, knowledge of the Opera system, flexibility in working hours, problem-solving skill, service to guests, and great administrative skills, including the ability to schedule the staff and prepare reports (Indeed.com, 2025)

The majority of employers demanded that one had prior experience as a supervisor in a housekeeping or hospitality setting, which proves that in this position, practical leadership skills are crucial (CIPD, 2022). The other attributes that were emphasised by the employers included professionalism, reliability, and teamwork. Communication skills with various departments like the front office, maintenance, etc were raised as a key requirement that was reiterated as a necessity to service efficiency.

Highlight of Major Skills Found.
After researching the skills of  Housekeeping Coordinator, I realized that it  requires a compromise between operational efficiency and the excellence of customer service. Communication is required to make the flow of information between the departments smooth. They have to handle the staffing levels, requests of guests and rooms with organisation skills. The use of leadership skills will help the coordinator to inspire the staff, resolve conflicts, and maintain service standards. The technical skills, which include the application of the Opera system, are also essential in the checking of the room status, guest details and the housekeeping status.

Other Skills acquired through Industry Research.
More studies on the hospitality industry recognise emotional intelligence, conflict management, cultural awareness, health and safety expertise, and digital literacy as the core competencies of the hospitality leaders Goleman, 2017; CIPD, 2022; Torrington et al., 2020). Managers should be in a position to manage multicultural teams, professionally address complaints of the guests, and adjust to the fast digitalization in the industry. The supplementary skills will make delivery of services to be continuous and operational risks contained (HSE, 2023).

3. Self-reflection and Preparedness.

Definition of SWOT Analysis
SWOT analysis is a strategic self-evaluation technique that is applied to make the strength, weaknesses, opportunities and threats of an individual. It assists individuals in realising the abilities they currently possess and determining the aspects of their future evolution (Kotler et al., 2020). The SWOT analysis has become common in career planning and professional development as it provides the opportunities to set the realistic goals and to implement the improvement in a structured way (Moon, 2013).
	Strengths

-Experience in the hospitality business of more than 8 years.
-Present job position as Housekeeping Supervisor.
-Good training in everyday housekeeping.
-Staff-scheduling, rotas and attendance management.
-Opera system proficiency
-Great communication with Maintenance and Front Office departments.
-Powerful guest satisfaction orientation.
-CertHE Business Skills in the Workplace.
-Loyal, systematic, and thorough.
-Fast multitasking skills in stressful conditions.



	Weaknesses

-None yet completed Bachelor of degree.

-Little experience in formal academic writing and referencing.

-Lack of confidence in addressing or speaking with the senior management.

-Little experience in strategic level management decision making.

-Self-critical with confidence effect.

-Little experience in financial management and budgeting.


	Opportunities

-I am now enrolled in university where I am taking a course in business and leadership.
-Prospect to advance in BA Leadership and Management.
-There is good career growth in the hospitality sector particularly in London.
-Potential to acquire management training in the workplace.
-Availability of lecturer assistance, criticism and academic support.
-Hospitality networking in hotels and hospitality organisations.
-The increase in the use of digital hotel management systems enhances employability.

	Threats

-Heavy competition on the coordinator and management positions.
-There are candidates who can possess more academic qualifications.
-The increasing service demands in the high-end hospitality.
-Greater dependence on technology and computerised skills.
-Shifts and burnout caused by long working hours.
-Doubt and self-confidence can delay career advancement.
-Hotel industry economic developments.





Evidence of Readiness
The fact that my current position is the Housekeeping Supervisor means that I already fulfil most of the fundamental tasks of a Housekeeping Coordinator. These involve scheduling employees, assisting their daily tasks, assisting guest requests and communication within departments (Nickson, 2013; Baum, 2015). 
The comments of my lecturers have shown that my practical knowledge of the operations within the hospitality field is strong, and that I need to improve other areas like academic writing and presentation (Moon, 2013). It is evident that with my further learning and practical exposure, I am now on the path of gaining full qualification in the Housekeeping Coordinator position.


3. Personal Development Plan
	


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

What do I want to accomplish in the next two to three years?

	 My Goals

What are my overall goals that I want to accomplish in this time period?
	-By January 2026, I would like to graduate with a CertHE Business Skills for the Workplace with Distinction.
-Work as a Housekeeping Coordinator.
-Advance into hotel management.
	-Earn a BA Leadership and Management degree.
-Secure a full-time Housekeeping Coordinator role.
-Progress into Hotel Operations/Management.

	Skills and Knowledge to be Learned

What specifically do I need to learn? What project do I need to work on?
	To achieve Goal 1, I would need to improve my academic skills so that I can write assignments, referencing and academic writing.
To achieve goal 2
I need to improve Leadership and management skills.
To achieve goal 3
I must improve strategic thinking and financial awareness.
 

	To achieve goal 1 I need to improve referencing, research and critical thinking abilities.
To achieve goal 2 I need to develop strong business communication skills and improve employee training and motivation skills.
To achieve goal 3 I need to learn about financial management and advanced leadership.

	 Next Steps

How am I going to acquire the skills and knowledge? How am I going to do this project?


	-Attend all lectures and seminars
-Take academic support and study skills workshops
-University presentations
-Get lecturer feedback
-Self-study and research
	-Accept additional tasks at work
-Observe senior managers
-Gain real working experience

	
	
	



	
	Short-Term Time Frame

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

What do I want to accomplish in the next two to three years?

	Resources

What resources do I need
	-Free study time
-Learning materials
-Internet and computer access
	-Hotel management systems
-Training at work

	Time Schedule

What is my time schedule?
	January 2025 – Begin academic writing & presentation skills improvement
	September 2026 – Begin BA Leadership and Management

	When will I start?
	January 2025
	2026–2027 – Apply for Housekeeping Coordinator role













4. Conclusion

This evaluation has critically looked at the major competencies, qualifications, and individual preparedness to work in the Housekeeping Coordinator position in the hotel business. Based on the comparison of the job ads, one can assert that the job in question demands the combination of strong communication, leadership, organisational, and problem-solving skills, as well as the technical knowledge of hotel systems and a strong focus on guests (Nickson, 2013; Baum, 2015). Among the findings is the fact that employers attach a great deal of importance to practical supervisory experience and capability to work in a high-paced environment.

The SWOT analysis has presented a systematic overview of my prevailing professional status and found that strong operational experience and leadership exposure were the strongest aspects, whereas it was necessary to enhance academic writing confidence, presentation skills, and formal management qualifications (Moon, 2013; Goleman, 2017). The opportunities and threats highlighted the competitiveness of hospitality industry and the need at constant development of professionalism (Baum, 2015).

Lastly, the Personal Development Plan maps achievable short, mid and long-term objectives in accordance with academic progress and career growth. With this systematic development strategy, I will be in a good position to advance to the Housekeeping Coordinator position and finally to the senior hospitality management (Nickson, 2013; Moon, 2013).
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