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[bookmark: _GoBack]                                                   INTRODUCTION

The aim of this assignment is to prepare a report using SWOT and PDP in which I will analyse my current academic and employability skills. Furthermore, I will define how do I propose to use these skills to find employment in the hotel and hospitality industry. 

I have been associated with the hotel and restaurant sector for many years, at that time I gained many skills that are necessary in the profession of the hotelier. I believe that this is a developmental profession and requires higher and higher qualifications, because the requirements of the guests are constantly increasing and that is why we must also adjust our knowledge, competence and skills. I think that the SWOT analyse is a fantastic tool to look at your strengths and weaknesses, opportunities and threats in order to learn and explore about ourselves.

The Swot analyse is very simple but effective way in helping me to take the best out of myself, in a realistic way it will help me to characterise my imperfections so I could work on them. For people SWOT is the method that matching their strengths and weaknesses with activity opportunities. 
 In alternative words, the person needs to pursue activity jobs, and a career that maximize his or her interests, aptitudes, values, and skills. Person then additionally needs to decide on occupations, jobs, and a career that be in terms of projected future demand. Individuals must ask themselves questions in order to achieve their goals. Thinking about our strengths, we should objectively determine what we are good at, what makes us stand out, what we can do better than our colleagues. According to Peter Ducker(1995) the very best way to do that is to analyze the feedbacks.
In order to find out your weakness individuals must think about what they would like to improve, what do they do badly and what should you avoid. Opportunities are possibilities that you could take advantage of and the threats are the conditions which are destructive in attaining the goals. 

 









                                          MY PERSONAL SWOT ANALYSIS


STRENGHTS:

-very good time keeper- I like organizing my time effectively, I am not happy to miss the deadlines, I think good management skills are very important 
-work well under pressure- pressure gives me more focused and it helps me to work more efficiently, I also believe that pressure is helpful when I want to grown
-quick learner- I think that I absorb knowledge and I get new skills quickly
-very consistent- consistency is a my routine which help me to grow, I believe if I want to be successful I Must be consistent in everything I do 
-dedicated- I do have a strong loyalty to people and work I do 
-disciplined- discipline is the key to success, It helps me to stay focus on different tasks and overcome obstacles
-determined- I always achieve what I want to
-respectful –I respect people for who they are
-emphatic- I am aware of emotions and feelings of people around me, I understand what people are going through their bed and good time
-down to earth- I am very humble, I always think before I speak and listen to people


WEAKNESSES:

-overthinking- general overthinking puts me into anxiety 
-critical to myself- because of my ambitions and very high expectations, I sometimes think I am not good enough
-taking things to personally- as I am very emotional, I find it difficult to control my feelings especially when I got upset

OPPORTUNITIES

-work opportunities
-progress
-development
-new skills

THREATS

- scared of failing
-difficult competition
- getting my assignments in deadlines







SKILLS

ACADEMIC SKILLS

Universities gives opportunities to get different type of skills some of them are modules which are fantastic tool when you want develop abilities to learn, they can also help you through careers Service. While studying you gain great experience, skills and knowledge. The most important is to make use of those opportunities, as you graduate significant will be skills like problem-solving, creativity and team work.

Study Skills Elements:

1.Self-awarenes
To gain new skills you must know where your starting point is.  What do you do well, what do you do badly? What do you need to improve? What do you want to achieve? Where do you need to improve? What are you going to do in order to evaluate?

2.Be aware of what is required
Get familiar with what is expected from you and find out what your lecturers are looking for. Before you start Academic Year, handbooks and handouts are provided. You must get the course content, outcomes and objectives.

3. Organizations and strategies
 Is very important to organise you time and find the right balance

4.Confidence 	
If you want to be successful you need to believe in yourself

5. Getting the right habit
 Make the studying your routine and focus on this every day





My Current Academic Skills:
· I am able to select what is relevant
· I am self motivated 
· Getting information from various sources
· Listening skills 

Academic skills I need to develop
· critical and analytical thinking, evaluating arguments
· improving my IT skills as technology is very important –Microsoft, excel, power point, collecting data, produce graphics, use a spreadsheet, manage a database
· literacy skills- how to find a book I want 
· writing skills- write the relevant information, write for academic purposes
· management abilities- managing time, resources, 

EMPOYABILITY SKILLS

Employability is very important when is comes to planning your career, you must gain different skills before searching for your dream job, those include problem solving, communication skills, teamwork, organizational skills. Different motivations might help you to get employment.
Experience can be important when searching for the job but, to be successful              in different roles you need skills that take time to develop. Some will be specific to the job, but the greater number are called ‘soft skills’ and those are ‘employability skills’: what will make you to get the position 
Employability or ‘soft skills’ are main features of your occupation. It takes lots of time and money to train the staff not in work particular areas but in basic skills. 




MY CURRENT EMPOYABILITY SKILLS:

· Teamwork – I enjoy working with people and I believe that task is completed quicker when working together
· communication- it helps to share knowledge and is very important in human relationships
· self-management – I am confident at work and usually very patient 
· learning- I am quick learner, engaging in new project helps me to gain new experiences


EMPOYABILTY SKILLS I MUST DEVELOP  

· negotiating – good negotiating skills are important in business success, they help building new relationships
· leadership skills – motivating people  


PERSONAL DEVELOPMENT PLAN

“Personal development plan enables individuals to take charge of their own learning. Learning becomes a proactive as well as reactive process, designed and prioritised to support immediate development needs as well as longer term ambitions” (AUA Postgraduate Certificate In Professional Practice (Higher Education Administration And Management (OUVA))
The aim of Personal Development Plan is to enhance performance in your role, anticipate changes in your current role, address aspiration in your future vocation










MY PLANNER 




	DATE

	What I must develop and improve:
- IT skills
- literacy skills
- writing skills
- leadership skills 
- management skills

	 Priorities, what I am going to do, when and how?
- everyday work with computer, Microsoft word, excel, power point
- every 2 days I am going to visit library
- every week I will read the book about leadership, observe managers
- everyday I will talk to my team, practise praising and rewarding, get more organized 

	MONITORING OF MY DEVELOPMENT (every 2 months)
Date: Month 1 
Current level of confidence in skills: 1 very low, 2low, 3 good, 4 high 

Date: Month 2                                      1 very low, 2low, 3 good, 4 high 
Date: Month 4                                      1 very low, 2low, 3 good, 4 high
Date: Month 6                                      1 very low, 2low, 3 good, 4 high
Date: Month 8                                      1 very low, 2low, 3 good, 4 high
Date: Month 10                                    1 very low, 2low, 3 good, 4 high






















CONCLUSION

By thoroughly analysing and searching for my own character traits, I understood what I need to work on in order to learn and improve. Many companies believe that learning at work is the very ways to learn and develop new skills, there are lots of trainings we can participate in in order to grow. I believe that everyday you learn something new, we gain confidence while we take a part in new tasks. Education is the most important tool in if you strive to succeed, it open the doors for new opportunities and career. Using a SWOT analysis, I was able to discover my strengths, weaknesses, opportunities and threats. Being confident in academic skills is important for finding jobs. Creating Personal Development Plan helped me to learn more about myself and definitely it will be relevant to reach my short and long term career goals. I defined what I need to do when and how will I do it. I will also monitor my progress and evaluate my skills.
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