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	Personal Qualifications & Skills Audit

	Personal skills
· Organisation
· Creativity
· Multi-tasking
· Time keeping
These are a few examples of skills that have been learnt and developed in different ways, but all can be transferred to other areas. One example would be creativity through creating marketing boards for students in college so that the course had appealed to them.


	Professional skills
· Teamwork
· Presentation
· Problem solving
· Digital Skills
· Networking
Professional skills are an important part of development as these skills are what is looked for by employers. They are transferable to other sectors and industries; they allow for relationships to be built and can aid towards growing a career. An example of where some of these have been learnt and developed would be the choose your future Carmarthenshire event, it allows students between year 10 and 13 to attend and explore different career opportunities. During this event it we were expected to help guide the students, work in a team to help businesses set up for the day and work alongside the business throughout the event.


	Academic skills
· Marketing 
· Social Media
· Digital literacy
Oxford university states that ‘Mastering academic skills is vital for student achievement, wellbeing and success in higher education’ (de Henau, 2024), It shows the importance of having these skills so that students can move on and adapt to their new academic expectations. These skills have been developed further through creating marketing content for assignments and events we have had to take part in.



Stage 1 - Personal Qualifications and Skills Audit




Stage 2 – Personal Training Needs Analysis & Skills Gap Analysis
	Training Needs Analysis / Skills Gap Analysis

	Skills gaps
Skills gaps are an important area that needs to be monitored so that they can constantly be worked on and expand to fit various types of roles. Some of the skill gaps that I can personally work on include learning new languages like ones that are more commonly spoken like Spanish. Another skill gap that can be worked on would be food safety and wine handling skills. Developing these also have effects on other skills to develop further like your memory, it can confidence, allows you to be adaptable, more efficient as well as improving communication skills. Having these gaps can be a hindrance but they can also lead to new learning opportunities that can open more doors becoming more appealing for employers in the workplace. 


	Identify training needs
Learning more languages is important and can be a useful skill to have as it widens your opportunities to speak to more people across the world, to learn a new language it will be done through utilising different apps and websites that I have access to.

Food Hygiene and wine handling is another set of important skills in the industry so that they safely meet the standards expected. To improve this skill set they can be learnt and developed through various training courses, which can take place and can be carried out over a few days/ weeks.

To keep track and monitor the development of these skills would be SMART goals, SMART stands for specific, measurable, achievable, realistic and timely. This method allows objectives to be clear, easily monitored and realistic. Using this method will help me layout the skills that I want to clearly what I want to achieve and develop.

Honey and Mumford’s learning styles is another also suggests learning through experience, but they say that different people have different ways of learning. They categorise people into four different styles: 
· Reflectors- They prefer to observe first then act later.
· Activists- They work best with new experiences, act first and apply the theory later.
· Pragmatists- They put the practical theory to the work that they are completing.
· Theorists- They want to understand the theories and models behind the information they are given.

According to an online questionnaire I did by Mint Human Resources (2024) I am a reflector, so I personally prefer to observe and taking time to think and gather the information from different perspectives before taking part and reaching a conclusion. As I put the theory I have learnt into practice, I will be able to then take a step back and look at the skills I have newly developed or the skills that I am still growing and have ways to then further them.



	Placement aims and objectives
Placement is important as it allows skills to be learnt through experience which relates to Kolb’s experiential learning. Institute of Experiential Learning (2024) suggest that ‘Learning is a continuous process grounded in experience’, it indicates the importance of gaining relevant experience to learn new things during the process and to further yourself with new skills.

Some aims of placement throughout the year would be to gain real life experience that will align with my course. As well as, learning new skills and maintaining skills that I already have. Having aims will allow me to be able to have career specific skills that will also aid me with my studies. Having the aims will allow me to understand where I need to improve. 


	Some examples of the skills which are both academic and personal that I aim to develop include:
· Leadership
· Communication
· Handling stressful situations
· Problem solving
· Time keeping
· Confidence
To grow these skills, I intend to use my placement in Swansea Arena as this provides opportunities for me to develop personally and professionally. An example would be to ensure customers are happy, of if they have any issues then to help them resolve them. 

To improve my time keeping skills in this I would make sure that all visitors are in their seats within the time frame given before their show starts, approaching visitors and starting conversation with them will allow me to work on my confidence and leadership skills, as I will be making the first move to speak with them. Working alongside others in a team will help me grow my communication skills as I will be able to ask what is expected of me, I will also be able to pass the information on to my peers that I am working alongside.

Professionally the arena will allow me to work alongside people that work in the industry so I will be able to learn from them directly with continuous learning. I would also be able to apply what I have learned I class to a real professional environment. Being in the Arena can help with networking with people in the industry as well as seeing what goes on behind the scenes before their doors open for the night.



To measure them I will keep track of placement and skills that I have used throughout the day, these will be continuing to grow throughout term time. By the end of term/ placement my skill set will have grown and developed further than what it was to begin with. I will be able to successfully communicate with visitors, be more comfortable with taking an active leadership role, I will be able to effectively communicate with those that I work alongside.


	Develop Placement Development Plan

Placement Aims & Objectives
Personal, Professional & Academic Development
Learning and Development Aims & Objectives 
Measurable Learning Outcomes













Stage 3 – Placement Development Plan
Placement Development Plan

Name:	Josephine Ayres
Programme & Level: International Travel and Tourism Management
Placement Details

	Key Placement Aims & Objectives

	Planned Placement Experiences / Training to achieve Learning Outcomes
	Measurable Learning Outcomes
	Practical Application of Academic Theory 

	To be able to handle and manage food up to safety standards.
	Food Safety course that I have access to.
	By the end of term (May 2026), I want to be able to achieve this.
	This will be done through the knowledge of what customers expect and need from their servers.

	To learn another language so that I can communicate with a wider amount of people.  
	Use apps like Duolingo, YouTube and other accessible courses available to me.
	By the end of my course, I wish to be able to hold basic conversations in Spanish.
	Mallows Hierarchy of needs will be put into practice as it will affect customers them emotionally.
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