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Identified Key Skills and Why Is Important

The most key skills and areas of knowledge required for receptionist are effective communication, high standards in customer service IT proficiency, office equipment management, flexibility, problem solving, administration and organization. One the most important skills Effective communication is an important skill for a receptionist because they are the first person to come into contact with visitors, answer customer questions, and form the first impression for the company. Strong, active listening skills allow receptionists to understand client needs, address concerns, and make visitors feel valued.
 Front desk employees with strong communication skills may manage difficult situations while adhering to corporate standards, such as handling irregular guests, missing items, or scheduling difficulties. 
Verbal Communication: Speak clearly, distinctly, and professionally, using a welcoming tone to make callers and visitors feel welcomed. Give the speaker your whole attention in order to comprehend their demands, minimize mistakes, and improve service, create clear and professional emails, messages, and notes.
Nonverbal Communication: To project confidence and friendliness, use appropriate body language, such as smiling, keeping eye contact, and maintaining good posture.
Telephone etiquette: Greet callers professionally, handle call transfers appropriately, and let them know before placing them on hold.














Self-Assessment (Swot analysis)

S-team worker, helper, empathy, supportive, interpersonal skills, experience in customer service, time management, bilingual.
W- lack of flexibility, no office management equipment skills, basic IT knowledge, no resilient, procrastination, distraction, lack of confidence
O- problem solving, training, organization, networking, team support, develop skills
T-lose opportunities, competitors, technology advance, external judgment, under pressure.

Evidence of Readiness
Based on my work experience, I have always dealt with and worked with the public, customer service, and service provision, and I feel prepared to interact with people in the workplace. 
My past professional experience has allowed me to develop professional maturity, especially regarding work etiquette, work policies, and a better understanding of the work environment and hierarchy, as well as understanding my personality type and what type of work I fit into.
 I faced many challenges, especially in my first jobs, but now I feel more prepared for new opportunities in the job market and to develop my professional skills and achieve a high level in my professional and personal goals. My professional and personal goals have helped me begin academic studies, allowing me to improve my knowledge; for example, studying employability and career development has broadened my perspective on the job market and how to develop self-awareness to help me develop my professional and personal skills and knowledge. 
I received several feedback sessions from my manager during my work journey, and based on them, I can identify characteristics that I need to continue, improve, eliminate, and develop. One of them is that I need to develop my confidence and flexibility in the face of daily adversities, and be more resilient under pressure and criticism. Another is that I need to maintain my teamwork skills and empathy/loyalty. Considering my personality, I am a person who learns a lot from practical and visual training, with a quick and flexible learning capacity, but I am somewhat reserved and resistant to abrupt changes.




Set Employment Goals


	

goals
	How I will achieve
	What can prevent me
	duration

	To finish my graduation in business
	attend classes, pass and submit assessments, study independently, improve academic skills
	Procrastination
Work time collision

	2 years(mid-term)

	To Develop employability skills
	Courses online
Mentors/ Search contents
Reading books 
Self-awareness
Practicing at work
	Home duties
Lack of time
lack of self-commitment
workplace barriers
	8 months (short term)

	To Improve Self-awareness
	Swot analysis
Self-evaluation
Search for tips to help me
Monitor my progress
	lack of time
mental or emotional issues
 no monitoring the process
	Long term 






These goals are significant to me since I like interacting with people and create a friendly atmosphere. I can put my organizational and communication abilities to use in a receptionist position, which also presents prospects for career advancement. I will be able to advance professionally and work toward a leadership role in the future by beginning in this role.





Personal develop plan
	

Development area
	


Action plan
	


Time frame
	


measure

	Communication Skills
	Practice speaking clearly, take part in mock interviews, improve professional etic and language
	6 months
	Ask for feedback from interviews and coach

	Customer service
	Learn techniques for handling complaints and difficult situations faster and efficient and phone etiquette
	4-6 months
	Ability to manage customer issues confidently, take notes of every experience with customers in my current job role

	IT & Office Skills
	Improve Microsoft Office skills and learn booking systems, and office equipment
	3-4 months
	Confident use of systems in a work environment

	Time management
	Use planners or apps to organise daily tasks, use Eisenhower Matrix: Prioritizing tasks based on urgency and importance.
	ongoing
	Tasks completed efficiently and on time, no procrastination

	Work experience
	Apply for receptionist or admin roles, internships, or volunteering
	6 months
	Securing a job or gaining relevant experience



This personal development plan, I will be enable me to strengthen my abilities, boost my self-esteem, and get ready for a lucrative career as a receptionist. I will be able to accomplish my short-term objective of landing a receptionist position and strive toward long-term career advancement by according to this plan.
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