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Term 3

Reflection on presentation and group work

Definition of  an administrator
The administrator of a business has to do managerial work of looking after the daily task and decisions that will make the business succeed also to refrain from excess expenditure, making sure targets, aims goals and objectives are met.. An administrator is responsible for the smooth running of the business including the staff and the customers.  

· The business administrator watches over the business.
· Makes sure the business is staffed at all times.
· Works in liaison with the other managers of all the various departments.
· Employs the right staff to fit in the various position.
· Trains the staff to positions them rightly for success.
· Make backup plans for when thing fall apart to retrieve instantly.
· Administrator is the go between the customer the business and the staff.
· Administrator works mainly with the businesses resources.
· An administrator organises, coordinates, plans and communicates.
· An administrator can stand in for various roles in the business such as receptionist, personal assistance, cashier and every other role possible when and if their is a last minute cancellation.
· As an admin officer it is a very tasking role that requires doing more than one job at the same time time as drafting a letter you are on the 
phone with a client or making a booking and doing a cancellation,
also you might be tending to an unhappy customer. 
· Adjusting menu to fit in with the chefs available and also standing as a waiter or Porter or cleaner for the night or day shifts which ever is needed at that point in time.


These are some of the skills attached to the role as an administrator;
These are some of the skills you need to effectively function in this role.
Interpersonal skills: As an admin you are also a point of contact and your skills could improve the business or damage it as you interact with clientele and customers and staff you should have an interpersonal skill that will help to maneuver in every situation that you may have to interact with different people at different times but having the ability to deal with all accordingly dealing with everyone as it is required.
Numeracy: As an admin you have to be good with numbers as you are handling money, paying bills. Expenses, budgets, bonuses, also dealing with charts, graphs and every workable tool used for figures and monetary issues. 
Strong Communication skills:As an admin your communication skills should be perfect to make your work achievable. You are in the position of authority and therefore there should be a fluent expression and an accurate one as your mistakes could be costly as and when you want to pass orders or send out memo to staff or client it has to be of standard as so much will depend on this skill. 
Self-initiative/Decision Making: As an admin officer you are expected to make quick decision in your role without being told or supervised, you have to do it all by yourself therefore you are prepared for any eventuality not to take you by surprise.
Problem solving/Analytical skills:As an admin you have to solve problems of every nature therefore you must be familiar with the Policies and procedures of the business and its link or other that govern the land.
[bookmark: _GoBack] Organising: Administrators are also do the book keeping, accounts, paper work, plan according to importance with an eye on details, creating events and updating menus and making sure it all falls in place and working effectively.
Computing:Keeping records and checking progress also improving business and attracting customers.




Reflective writing on a business plan of the Gandhi restaurant.

Before this upon reflection it first started with working with different group members for the first time, it was very easy at first with so much input whereby everyone at the time coming up with different plans and topic, we chose our leader and she decided on the theme and name and we all liked it and she allocated everyone their post and we worked on it and it was done faster than we even thought we could have done. I can say I was not interested in a major business plan as I get bored just putting too much detail into business because I assumed it to be common sense. As a self employed doing things my own way just to make some money and spend it again, sometimes running at a loss or marginal profit, my mindset has completely changed to a better and sensible state after doing the business plan with my five team mates.
We wrestled a bit going out of our topic area by just trying to get the one everyone will understand and comfortable with.

Writing the business plan of a restaurant owned by friends is such an eye opener for me that I can venture on a similar mission and actually succeed. 
We started off as five in a team and now four  then five again after our colleague went on sick but then returned close to the finishing line, and I couldn’t actually have asked for a better team with different characteristic with an ambition to do the best and to actually succeed.
Three of us have known each other since start of the academic year and is joined by a newcomer who just blended in perfectly.
We started off by everyone suggesting which business will work out the best or which does each one familiarise with that can catch everyone s imagination.
We went on to choose one in the floral department as in a florist that actually grows their own flowers and sell to the general public as wholesale but prepackage to identify the various shops as their order could seem fit, from the top shop of Harrods to the local business man round the general market.
We easily fit in quite a few ideas and named the company. On the second meeting we were allocated a task each and a subject matter of which I was to do the SWOT analysis.

I did my bit and came in with it after the break of class due to treacherous snow that stopped the nation from moving around as most people would have found it impossible to attend classes as their was no public transport apart from the occasional buses.
I came with my work just to find out we were not to embark on the floral business plan but to start a new business of a restaurant. We were allocated task to complete and were hand chats on whats app and phone calls if need be to clarify any doubt or to discuss the subject matter in detail so as to correspond with teach other and come up with a good business plan.
I am familiar with restaurant as a worker in the hospitality industry but not as a partner in the business. During the course of the business plan I got familiar with the rigmaroles of acquiring a business in the United Kingdom. I realised the big gap difference in owning a restaurant in the first world and that of other countries.


I realised their rules and regulations to go by or risk a hefty fine or even prison sentence. I also understood the various Acts and Policies that must be rigorously followed to before acquiring a licence for without a license no one can run any business such as restaurant in the UK.
As their are four of us we all contributed to the money needed for the business to avoid starting in a debt that we might not be able to pay and end up losing our dream business due to lack of funds and not been able to sustain it.
We all brought in our different ethnicity and knowledge of being able to prepare more than 6 dishes each equaling to 24 dishes in total. Such dream plan was a very exciting time to be able to read and understand what it takes to set up a business plan, the Acts, the policies. The rules and regulations, customers rights, customer services , inter relationship with each other at all times and bonding with each others families to understand how we can work together without fracturing the home structure and working around each others ideal hours to get a good work home balance.
I learn t every job in relation to the restaurant business to fill in the gap if there is a staff shortage and also to save on the amount of money we spend on staff in put.


We started off with the intention of making profit and putting in our best at work. I was given the task of an administrator.
I studied about the task off an administrator and I made a plan on how best this will fit in the business. 

which is really very challenging as it is a very demanding job not only as your job role or description but also a test of your patience, personality, tolerance, an eye for detail, an imagination to create events, take inventory, make sure problems are solved amicably to prevent depute escalating but also a calm and composed attitude to take on everyone s burden in and out of work. As an administrator you have to hire the right staff and make sure the various departments are equipped with staff at every opening time. Replacing staff who cannot make it to work instantly or taking on the job myself to prevent chaos in the restaurant or also getting any of the other partners to take over at any given time necessary or needed.
What I have learn t in this business planing has given me ideas to focus into more than one business idea and promote charitable causes to help people here and overseas and to plan events that can actually yield profit bring recognition and customers and to teach others how to make business plans that can work and be sustainable. I will be able to work with anyone irrespective of where they are from and build a trusting working relationship and also friendship. I will have joint venture with friends or relatives and not be intimidated but set a solid plan that will make everyone work in unison whether we are part of a group or just few, we will always succeed at work even in teams or single or all at the same time given each other the maximum support making the business sustainable and happy environment to work in. 
My role as an administrator has given me a big incentive of working with people and the kind of mind set needed for a workable business plan.
I can even see myself doing various jobs based on what I have learned or being an entrepreneur creating different businesses adjusting the plan to fit the description of the business and also tailoring the plan to extend or expand an already coexisting business.
I could with what I have learn t buy up a franchise and also fit in my plan to establish in that business and be an employer of the unemployable making a difference in society and closing the gap on unemployment while also teaching and creating young entrepreneurs and helping them branch out into their own businesses.
The tutor was very inspiring making us understand what is expected of us and how it should be done emphasis and repeating making sure everyone has a chance to put on a good work and showing each one every attention needed that got me really inspired and knew that this time I love to do the best, it was also a great team effort and I have learn t a lot and bold enough to work on long standing plans.
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