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[bookmark: _Toc226658362]TASK 1: Reflective Journal
 
[bookmark: _Toc226658363]Introduction
This reflective journal covers my experiences and learning over weeks 2-8 of the Business Skills module. Based on the model of ERA (Experience, Reflection, Action), I will examine the primary areas, such as digital skills, academic writing, reflection, LinkedIn development, and presentation skills. These sessions have contributed significantly to my academic development and future career in hospitality.
 
[bookmark: _Toc226658364]ERA (Experience, Reflection, Action) Model for Reflection
 
Experience
In week 2, I learnt about support systems and digital tools that are used to facilitate learning in universities. I was introduced to such platforms as Moodle, Teams, and LinkedIn Learning. The session underscored the need to acquire digital skills that would make one perform well in academics as well as to enhance their employability. In week 3, the focus was on digital skills. I used handy resources of Microsoft Word in order to format and work together. Digital competence was highlighted in the importance and value of digital competence in universities and in the workplace, especially in enhancing productivity and communication (Bishop-Clark et al., 2023).
Week 4 introduced academic writing and referencing. I gained information on Harvard referencing and the necessity of preventing plagiarism. During the session, it was pointed out that referencing shows profundity of research, scholarly integrity, and trustworthy scholarly conduct. Week 5 focused on reflective practice and LinkedIn (Sudirman et al., 2021). I was also exposed to reflection models and how the reflection on the experience can help in personal and professional growth. This made me know how to analyse my strengths and weaknesses.
Week 6 and 7 were devoted to library skills and research. I have the knowledge of how to find scholarly materials, assess data with the help of such tools as the CRAAP test, and work with databases efficiently. I also learned about library anxiety and the support systems that can be provided to students to ensure their success. During week 8, I acquired the skills of presentations and the creation of the CV. I was taught how to develop a professional resume and introduce myself to the employer suitably. The significance of the skills, achievements, and experiences emphasis became prominent.
 
[bookmark: _Toc226658365]Reflection
These experiences made me realise that digital skills are a need not only in academic activities but also in the hospitality sector. To begin with, I underestimated the relevance of such tools as Microsoft Word or LinkedIn Learning. However, my confidence in using them has now increased, having done some activities on them and learning how to apply them. The referencing session was especially difficult initially. I was not able to conceive how to refer to the sources in a proper way. However, practice and guidance enabled me to have a clearer appreciation. I have now realised that as an academic, it is imperative to reference and avoid plagiarism.
Reflective practice session assisted me in realising the value of self-awareness. Prior to this session, I seldom looked back on my learning occurrences. Today I realise that reflection enables me to recognise the aspects that I should improve on and work on my strengths. The library skills session was also worth a lot. I was initially daunted by the vast amount of resources that emerged, yet the knowledge of how to analyse information by the means of systematic techniques made me become more assured in research. Writing my CV and LinkedIn profile helped me to become more conscious of my personal brand (Kee, 2021). I also realised that employers do not just attach importance to experience alone, but the presentation of experience. Working as a Linen Porter at the Cardiff Hilton Hotel made me realise that hospitality requires paying attention to time management, details, and teamwork.
 
[bookmark: _Toc226658366]Action (within reflection)
Using these experiences, I have proactively started to practice what I learned to enhance my performance academically. Now I write my assignments with the correct use of Harvard referencing which has made my work more credible and I have been able to prevent plagiarism. Moreover, being able to schedule my tasks in a better way with the help of digital tools, like Microsoft word, and online learning platforms has enhanced my productivity and time management (Bishop-Clark et al., 2023).
I have as well begun building my LinkedIn profile to enhance my professional identity and employment opportunities in the hospitality sector. My work experience, skills, and achievements added are building a powerful personal brand that portrays my career objectives. Moreover, I intend to keep up with my digital skills with the help of LinkedIn Learning programs and online activities. I will also frequently give myself a retrospective in my learning to determine my areas of improvement, leverage my strengths, and improve in the future with the aim of attaining academic success and career prospects within the hospitality industry.
 
[bookmark: _Toc226658367]Conclusion
The Business Skills module of Weeks 2-8 has enhanced my academic, professional, and personal growth dramatically. During the weeks, I have acquired essential digital literacy, academic writing, research, and professional development skills. I have gained improved insight into the effective use of various digital sources, proper referencing skills, and seeking valid academic resources. Moreover, a new practice of becoming more confident in contemplating my learning and checking my areas of improvement has developed. The experiences have enabled me to develop the necessary competencies which will enable my success academically and equip me with the future in the hospitality industry.


[bookmark: _Toc226658368]TASK 2: Action Plan
 
[bookmark: _Toc226658369]Action Plan for Improvement and Development
According to my reflection, I have decided to note the following areas of improvement and development: digital skills, academic writing, research abilities, and professional networking. These will be supported in developing my future career in the hospitality industry and my academic success.
 
1. Improving Digital Skills
Despite having acquired minimum skills in digital application, I am to enhance my confidence in the application of the sophisticated tools like Excel and PowerPoint. The tools are critical in the academic work and the hospitality industry in the areas like data management, reporting and presentations. To attain the specified goal, I will enroll in LinkedIn Learning classes regularly and continue exercising the usage of these tools during my assignments. The courses also offer convenient education and recognised qualification that can enhance employability and prove my intentions towards personal growth.
 
2. Enhancing Academic Writing and Referencing
To continue enhancing my academic writing, I will practice Harvard referencing and utilise the university sources available like the Cite Them Right guide. I will also go through comments of my lecturers to specify on areas that may have to be changed in terms of structure, clarity and critical thinking. The citation is critical in the process of proving the credibility, argument support and preventing plagiarism, among prime academic work requirement.
 
3. Developing Research Skills
To enhance my research competencies, I will frequently visit university library databases and scholarly journals. The evaluation tools that I will be implementing include the CRAAP test to make sure that the information I am using is reliable and relevant. I will also be taking part in library workshops and utilising on-line tutorials in order to enhance my information literacy. This will serve to make my academic work even better and understand critical thinking skills, which are applicable in schools and in the working environment (Alt et al., 2022).
4. Building Professional Identity
I will also take an active step and fill my LinkedIn account with my work experience, skills, and achievements. I shall also establish close networks and ties with other professionals in the industry, lecturers and classmates with the aim of creating a good network professionally. Moreover, I will provide accomplishments like certifications and coursework to prove my development and motivation to my career. This will enable me to raise more awareness to employers and offer more employment opportunities (Sudirman et al., 2021).
 
5. Strengthening Core Skills
I value teamwork, attention to detail and organisation, which are established through my job as a Linen Porter. I will also keep practicing these attributes through accumulating more experience in hospitality jobs, assuming more duties, and getting supervisors feedbacks. Another area I will improve my action to achieve better performance is in terms of communication and problem solving.
 
[bookmark: _Toc226658370]Conclusion
The action plan will facilitate my academic performance and career growth. The continuous improvement of my skill, experience, and professional network will make me ready to work in the hospitality industry and advance my career.
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Peter Pompa
 
Personal Profile
Motivated and hardworking Hospitality Management and Tourism student with practical experience working as a Linen Porter at the Cardiff Hilton Hotel. Strong understanding of housekeeping operations, cleanliness standards, and hotel procedures. Reliable, detail-oriented, and able to work efficiently both independently and as part of a team in fast-paced environments.
 
Education
Hospitality Management and Tourism (Currently Studying)
 
Work Experience
 
Linen Porter
Cardiff Hilton Hotel
· Managed the collection, organisation, and distribution of hotel linens
· Supported housekeeping staff to maintain high cleanliness and presentation standards
· Ensured timely delivery of linens to different hotel departments
· Maintained stock levels and assisted with inventory control
· Followed health, safety, and hygiene regulations at all times
· Worked effectively in a fast-paced hospitality environment
 
Skills
· Customer Service
· Teamwork and Communication
· Time Management
· Attention to Detail
· Organisation Skills
· Knowledge of Hotel Operations
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https://www.linkedin.com/in/peter-pompa-84a496313?utm_source=share_via&utm_content=profile&utm_medium=member_android
Building a Personal Brand and LinkedIn Profile
Personal brand is a powerful tool in the hotel industry because employers like professionalism, communication, and experience.
 
Step-by-Step LinkedIn Profile Content
 
1. Profile Photo
Professional, high-resolution headshot.
Dress smart-casually or formally.
 

2. Headline
Hospitality Management Student | Linen Porter at Cardiff Hilton | Customer Service & Teamwork Skills
 
3. About Section
I am an ambitious Hospitality management and tourism student and have an actual experience of being a Linen Porter at the Cardiff Hilton Hotel. My areas of practical expertise have increased to include good organising and high standards of cleanliness in a very busy setting.
I have acquired good skills in teamwork, communication and time management through academic studies and professional experience. I am also very detail oriented and dedicated to provide high quality of service which is fundamental in hospitality industry.
My interest lies in building my career in the hospitality industry and constantly enhancing my skills by education and experience. I am in the process of developing my online and professional abilities with the help of LinkedIn Learning and university training courses.
I am interested in finding a chance to develop my knowledge and invest in an active staff of a hospitality organisation in which I can become a professional and provide consumers with high-quality services.
 
 
4. Experience Section
Linen Porter – Cardiff Hilton Hotel
· Managed linen distribution and stock control
· Supported housekeeping team
· Maintained hygiene and safety standards
· Worked efficiently in a fast-paced environment
5. Education
Hospitality Management and Tourism (Current)
 
6. Skills
· Customer Service
· Teamwork and Communication
· Time Management
· Attention to Detail
· Organisation Skills
· Hotel Operations Knowledge
7. Achievements
· LinkedIn Learning Certificates
· University coursework
Importance of LinkedIn
LinkedIn helps:
1. Manage professional identity
1. Create career opportunities
1. Build industry connections
The presence of a substantial Linked In profile will enhance employability, visibility to recruiters.
Personal branding via LinkedIn enables me to present the skills, experience, and ambitions. This will assist me to enter into the hospitality sector and make me realise my career objectives.
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Title: Key Attributes for Success in the Hospitality Industry
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[bookmark: _Toc226658375]Introduction


Hospitality industry is a highly competitive and customer focused business that needs employees to provide quality service to their customers. To succeed in this business, it is a mixture of personal, professional, and technical competencies. This presentation will address the main attributes required to work in hospitality and how the skills will help in achieving great customer experiences and career growth.
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Interpersonal Skills
Hospitality needs interpersonal skills as communication with people and other workers are daily activities of employees. The main skills entail communication, customer service and teamwork. Good communication will make sure that there is understanding of what guests need to be done. Customer service skills assist in the creation of positive experiences, whereas teamwork, provides an easy flow of coordination among departments. These competencies play an essential role in ensuring high level of service (Doyle, 2023).
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[bookmark: _Toc226658376]Personal Effectiveness
Personal effectiveness can be regarded as the personal way of coping with oneself at workplace. Intelligent traits are managing time, attention to details and flexibility. Time management enables workers to accomplish tasks effectively, particularly within the high traffic set ups. The detailed focus also adheres to high standards of attending the services, and the flexibility of it will contribute to the ability of the employees to react to new conditions and customers (Vahed and Rodriguez, 2021).
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Professional Competence
Professional competence deals with the capability to work effectively and resolve issues. The most important ones are problem-solving and digital skills. They should have the ability to deal with customer grievances and unforeseen circumstances in a professional way. Moreover, digital capabilities are becoming more relevant to hospitality as systems are applied to both make bookings, communicate, and operate. These skills enhance productivity and quality of services.
[image: ]
[bookmark: _Toc226658377]Professional Behaviour
Workplace behaviour is a professional behaviour that is necessary to ensure one maintains a positive image. This also encompasses professionalism in looks, the approach and behavior. The employees should be able to show respect, reliability, and a sense of hard work. Professional behaviour contributes towards a good working environment and increase of trust in customers and co-workers.
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[bookmark: _Toc226658378]Additional Key Attributes and Personal Example
Other characteristics that contribute positively to employability are cultural awareness and emotional intelligence as well as rudimentary leadership skills. Hospitality is sensitive to cultural awareness because of a variety of customers. It is through emotional intelligence that employees are able to control their emotions and react to guests accordingly (Alt and Raichel, 2022). At least the introductory level of leadership skills will support the performance of a team and allow individuals to take initiative.
Most of these skills have developed through my experience as a Linen Porter at the Cardiff Hilton Hotel. I have developed better teamwork by collaborating with other housekeeping employees, became more observant by keeping the place tidy, and better at time management by finishing tasks in the rapid working atmosphere. This has equipped me with the future hospitality positions (Bishop-Clark et al., 2023).
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[bookmark: _Toc226658379]Conclusion
The hospitality industry needs a mix of interpersonal skills, personal effectiveness, professional competence, and professional behaviour in order to succeed in the industry. These qualities are critical in the service delivery of a high quality and customer satisfaction. Through acquisition of these skills, I am equipping myself successfully to work in hospitality.
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ntroduction

The hospitality industry is competitive and
customer-focused.

Employees are expected to provide quality service
to succeed.

Success requires a blend of personal, professional,
and technical competencies.

This presentation will address key attributes
required for success in hospitality.

The skills discussed will help in delivering great
customer experiences and fostering career growth.
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Interpersonal Skills

+ Hospitality demands strong
interpersonal skills for communication
with people and colleagues.

+ Communication ensures understanding
of guest needs and requirements.

« Customer service skills are crucial for
creating positive experiences for guests.

« Teamwork promotes smooth
coordination among departments.

+ These competencies are essential for
maintaining high service levels.
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Personal Effectiveness

« Personal effectiveness is the ability to
manage onesel in the workplace.

« Important traits include time management,
attention to detail, and flexibility.

« Time management helps employees
accomplish tasks efficiently, especially in
high-traffic environments.

« Attentionto detail ensures services meet
high standards.

* Flexibility enables employees to adapt to
new situations and customer needs.
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Professional
Competence

- Professional competence refers to the ability
towork effectively and solve problems.

« Problem-solving skils are crucial for
handling customer complaints and
unexpected ssues.

- Digital skilis are essential as hospitality
systems handle bookings and
communication.

+ Digital competence enhances both
productivity and service quality.
+ Professional competence helps employees

navigate challenges and maintain service
standards.
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Additional Key Attributes and Personal

Example

+ Cultural awareness and emotional
intelligence enhance employability.

+ Emotional intelligence helps employees
manage their emotions and react
appropriately to guests.

+ Leadership skills, even at a basic level,
help in supporting team performance.

+ Experience as a Linen Porter improved
teamwork, observation, and time
management.

+ These skills are preparing employees for
future hospitality roles.
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Conclusion

« The hospitality industry requires a combination of
interpersonal skills, personal effectiveness,
professional competence, and professional
behaviour.

« These attributes are critical for providing high-
quality service and ensuring customer
satisfaction.

- Acquiring these skills will help individuals succeed
inhospitality roles.

+ Developing these competencies is crucial for
career growth and long-term success in the
industry.

« These skills ultimately lead to a positive impact on
the workplace and guest experiences.
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