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INTRODUCTION

               This paper firstly, presents a report on how to use SWOT and PDP to analyse academic and employability skills. Secondly, it illustrates how to apply these skills to find employment in the hotel and hospitality industry. Academic and employability skills are the set of abilities that a person can apply to employ, maintain a job and how to get it done in the best possible way. Academic skills can defined as the various aspects of the skills achieved by students during their university studying that need to be applied effectively in the higher level of their education (Cardiff Metropolitan University, Online).
Following is a list of some of academic skills: 
Research, management information and referencing
Academic writing and reflecting writing
Independent learning 
Presentation
Critical thinking
(Cardiff Metropolitan University, Online).
[bookmark: _Hlk32835513] “In recent usage, the term employability skills is often used to describe the preparation or foundational skills upon which a person must build job-specific skills(i.e., those that are unique to specific jobs)”( Lankard,1990, ). Among these foundational skills are those which relate to communication, personal and interpersonal relationships, problem solving, and management of organizational processes(Lankard, 1990,p.2).Therefore it can be said that the skills mentioned are of great importance because of their widespread application in all fields of work. Furthermore it can support common  provision to fulfill the need of a large number of occupations.(Soterfiel and Mclarty,1995)
IMPORTANCE OF EMPLOYABILITY AND ACADEMIC SKILLS
                   The requirements for Management level jobs in the hotel industry include both employability and academic skills. I have selected a Hotel  Manager’s  job advertisement from the Glassdoor jobs website as an example to show how important these skills are. The post advertised is for a manager of a new hotel opening in Bologna. Skills stated include:
Preferably a Bachelor's Degree or a Master in Tourism Economics/Hospitality Management
Exceptional English and Italian communication skills ,leadership, adaptability to changes, entrepreneurial spirit, customer orientation ,Flexibility and lateral thinking (Glassdoor,online). It also categorizes the skills required for their Hotel Manager in the following 5 categories; Operations, community, financial, people management and quality and improvement. These five categories emphasise the need for any applicant for this job to score highly in communication skills. Communication skills in a manager are vital in enabling the hotel to run successfully in all areas of its operations. Good written and verbal communication helps to create good relationships with colleagues and superiors resulting in a good working environment. It also enables existing customers to become more satisfied with the products and services and is a powerful tool in bringing in new clients.
 The job specification also states(Wang and Tsai,2014).  
Leading by example: we love our team members, make them feel special and engaged
Responsible for active talent search, interviewing, hiring, training and coaching
Scheduling the rota and manage FTE level according to annual budget.(wang and Tsai,2014)
        This shows clearly the importance of team work skill in this Managerial role. Encouraging team members to cooperate and be part of the teams objectives is at the heart of team leading. Keeping a positive attitude and showing appreciation for the individual team members contributes to the success of the team. The job description requirements states, “ Leadership, adaptability to changes, entrepreneurial spirit, flexibility and lateral thinking” These problem solving skills are necessary in a manager as they equip them to face inevitable problems in the industry and to remain innovative . Finally, technology is at the forefront of operations within the hotel and tourism industry. It is used in marketing, finance, understanding current trends and gathering information to predict the company’s operating condition. Technological skills are therefore vital in the role of a manager to enable them to communicate within and outside of the hotel as well as to the wider world(Wang and Tsai,2014).


 SWOT ANALYSIS
 
                After identifying the importance of the employability skills of communication, team work, technology and problem solving in applying for a managerial job, I have carried out my SWOT analysis in the light of this. My SWOT analysis is based on my actual experience and self assessment test through the internet(Red Shoe Movement).
                I have good presentation skills receiving very positive comments from my colleagues  and lecturer after presenting my work(See Apendix1). Another skill which I am strong at is maths, As an experienced  Secondary school maths teacher I am  well qualified in numeracy. In addition, according to the result of my self assessment tests, I have leadership ability, am able to work well as part of a team and show good organizational skills. Working as a teacher for many years has developed my problem solving skills and strengthened my levels of patience and adaptability(UK Essays,2018).	
               I graduated from university in 2005 and after deciding to study again this year, I realized that my IT skills are the greatest weakness in my employability skills. I  have found that I am not very fluent in using basic programmes such as Word, Power Point and others. I need to increase my proficiency in these areas. According to my experience and self assessment test my communication skills are also poor. I find it difficult to understand English when spoken in different accents by my lecturers and  my speed of reading needs to increase as I find it is a hindrance when trying to research for assignments(UK Essay,2018).
[bookmark: _Hlk35720378]              Alongside my University studies I can take a part time job which will enhance my CV and give me opportunities to work on my weaknesses particularly my communication skills. Working and interacting with native speakers will improve my listening and speaking skills. If I can add UK work experience to my CV it will make me more employable than other non UK applicants.According to Archer and Davison(2008), 65% of international employers indicate that they are more willing to employ graduates with overseas work experience(UK Essays,2018). The placements in various hotels that I will attend as part of my University course will provide opportunities for my leadership skills to develop working with a variety of people and systems.
          In applying for a job in this country there will be many native graduates who will be my competitors. With English as their first language this will be a challenge for my communication skills. Furthermore, there are many applicants who are highly efficient and competent in the use of new technologies, particularly the younger generation who have “grown up “ with IT.  Certainly, hotels prefer to employ more experienced and skilled people in technology(UKEssays,2018). 

	             Strengths
	        Weaknesses

	· Presentation Skill
· Numeral Skills
· Team Worker
· Leadership
· Tolerance and Patience
· Very Organized
· Problem Solving

	· Communication Skills
· IT Skills
· Not Creative Enough


	        Opportunities
	              Threats

	· Lots of chance to communicate with native speakers
· Take a part time job or work as a volunteer
· Training sessions
· Availability of time
	· Native English Speakers
· The large number of professionals with high level of IT skills




PERSANAL DEVELOPMENT PLAN(PDP)
             Because English is my second language developing my communication skills is the top priority for my PDP.” Conversation is the main way we communicate. Through conversation we build relationships, share information and promote our ideas. All the other ways we communicate – interviews, presentations, networking meetings, even written documents – are conversations of some kind. Organisations are networks of conversations. Conversations are the way we create shared meaning. If we want to improve our communication skills, we could begin by improving our conversations”(Barker,2011,p.19).                          My short term activities include watching an English speaking film each day, listening to English music during my commute to all my various destinations, learning to skim read a newspaper and finishing my day with a five minute mirror conversation with myself. Learning practical phrases, practice conversation by skyping with a native speaker and listening to local radio are my medium term activities. Long term I will attend a conversationally based language course rather than a grammar based one and try to learn idioms, figures of speech and slang. I will try to think in English and gradually build on my vocabulary by reading structured levels of story books(Udemy,2020). I will aim to learn the basics of IT by reading technical books and online tutorials. Medium term activity will include attending IT classes and in the long term become proficient in programmes related to my work(Nidirect,online). To improve my creativity my short term goal is to research online to widen my awareness of the variety of hotels available. Medium term is to read studies on the creativity of the hospitality industry and in the long term to enrol on a relevant course (Businessays,online).

	Skills
	Short Term
	Medium Term
	Long Term

	Communication Skills
	· Watching English speaking film 
· Listening to English music
· Skim read a newspaper every day
· Five minutes mirror conversation
	· Learning practical phrases
· Practice conversation by skyping
· Listening to local radio

	· Take conversational- based course
· Try to learn idioms
· Try to learn figure of speech
· Try to learn slang
· Think in English
· Build on new vocabularies

	IT Skills
	· Learn the basics of IT
	· Attending IT classes
	· Learning some specific program related to my work

	Creativity Skills
	· Do research about innovations related to hotels
	· Read studies on the creativity of the hospitality industry
	· Enrol on a relevant course



CONCLUSION
 When applying for jobs in the hotel and tourism industry, academic skills are necessary but if not combined with employability skills employees are unable to meet the requirements and expectations of the organization. To prepare myself for a job in the industry my SWOAT analysis has shown that I need to strengthen my communication skills as weakness in this area can affect all other skills. It has also highlighted a weakness in IT skills which I need to strengthen so that I am able to work proficiently in the many varied programmes used in the industry. 
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Appendix
1- The comment from hospitality and guest services lecturer:” YOU ARE GOOD AT PRESENTING CONTENTS”
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