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[bookmark: _Toc1338741131]Introduction
In this reflective essay, I will evaluate my employability skills, strengths, and areas for development in relation to my chosen future job. I will begin by comparing 2 job adverts to identify key skills and knowledge required by employers, highlighting any common expectations.
I will then reflect on my own abilities using a self-assessment approach, supported by examples from my academic work and experience, to demonstrate my readiness for employment. Reflective practice is an important process for personal and professional development, as it allows individuals to evaluate their experiences and identify areas for improvement (Kolb, 1984). Finally, I will outline my short-term and long-term career goals and develop a personal development plan (PDP) to show how I intend to improve my skills and progress in my chosen profession.















[bookmark: _Toc913538224]Identifying Key Skills
To identify the key skills required within my chosen profession, I analysed two job advertisements: an Office Coordinator role at Konrad Group and a Front Office Receptionist role at Hyatt Hotels London Stratford. Although the roles are in slightly different environments, both positions require similar core skills, particularly in communication, organisation, customer service, and teamwork.

A key similarity between both job adverts is strong communication skills. The Office Coordinator role requires being the first point of contact for guests and interacting with employees, while the Receptionist role involves welcoming guests, handling enquiries, and resolving complaints professionally. This shows that clear and effective communication is essential in both roles to ensure positive interactions and smooth daily operations.

Another shared skill is customer service and hospitality. The Konrad Group highlights a “focus on hospitality,” while Hyatt expects employees to ensure “guest satisfaction through exceptional service.” This demonstrates that employers value individuals who can provide a high level of service and maintain a professional and friendly attitude.
Organisational and multitasking skills are also important in both job adverts. The Office Coordinator role involves managing office supplies, organising events, and maintaining office efficiency, while the Receptionist role includes managing reservations, handling payments, and coordinating with different departments. These responsibilities require the ability to manage multiple tasks efficiently and maintain attention to detail.

Additionally, both roles require teamwork. Employees are expected to work closely with colleagues and other departments to ensure smooth operations. This shows that being able to collaborate and support others is essential in achieving organisational goals.

One of the most important shared skills identified is communication. This skill is crucial in my chosen profession because it underpins all interactions with customers, colleagues, and management.  Without strong communication skills, it would be difficult to deliver high-quality service or maintain professional relationships (CBI, 2021).
Another strength I have developed through my academic studies is my understanding of Labour Law and Health and Safety principles. During my Employability and Career Development module, I learned about employee rights, workplace responsibilities, and the importance of maintaining a safe working environment. This knowledge is valuable in roles such as receptionist or office coordinator, where following procedures, ensuring safety (Health and Safety Executive, 2023) and acting responsibly are essential.

Overall, the comparison of these job adverts shows that employers prioritise transferable skills such as communication, customer service, organisation, and teamwork.



[bookmark: _Toc1042961395]Self-Assessment
To evaluate my readiness for employment, I conducted a reflective self-assessment using a SWOT analysis framework. This allowed me to identify my strengths, weaknesses, opportunities, and potential threats in relation to my chosen career in a customer-focused and administrative role.

One of my key strengths is my strong communication skills. Through my current role as a Floor Coordinator at LTD Luxury Linen, I regularly act as a key point of contact between departments. This has helped me develop the ability to communicate clearly and effectively with colleagues in a fast-paced environment. In addition, my previous experience as a Financial Analyst/Cashier required professional interaction with customers, which further strengthened my confidence in handling enquiries and maintaining positive relationships. These experiences demonstrate that I am capable of communicating effectively in both team settings and customer service situations.

Another important strength is my organisational and multitasking ability. In my current role, I manage multiple responsibilities at the same time, including coordinating workflow, resolving operational issues, and ensuring tasks are completed efficiently. Working in a busy environment supporting hotels and restaurants has improved my ability to prioritise tasks and maintain high standards under pressure. This skill is particularly relevant to roles such as Office Coordinator or Front Office Receptionist, where managing multiple duties is essential.

I also consider problem-solving to be one of my strengths. My CV highlights that I have identified and resolved operational issues, helping to reduce delays and improve efficiency. This shows that I am proactive and able to think critically when challenges arise. Employers value this skill, as it contributes to smoother operations and improved service quality.

However, through reflection, I have also identified areas for development. One of my main weaknesses is my limited direct experiance in a front office or receptionist role. Although I have strong transferable skills, I recognise that I need to gain more hands-on experience in a customer-facing front desk environment to fully meet employer expectations.

Another area for improvement is my confidence in using specialised systems, such as hotel management software. While I have general digital skills and experience using systems in my current role, I would benefit from developing more advanced technical knowledge relevant to my chosen profession. Improving this skill would increase my confidence and effectiveness in a professional setting.

In terms of opportunities, my current studies in Business Management provide a strong foundation for developing my knowledge and professional skills. My education allows me to understand business operations, communication strategies, and management principles, which are highly relevant to my career goals. Additionally, working while studying demonstrates my strong work ethic and commitment to personal development.

Furthermore, my experience working with hotels and restaurants gives me valuable industry exposure, which is an advantage when applying for roles such as receptionist or office coordinator. This experience helps me understand customer expectations and workplace standards within the hospitality sector.

There are also some potential threats to consider. One challenge is the high level of competition for customer service and administrative roles, especially in well-known companies such as Hyatt. Many candidates may have more direct experience in similar roles. To overcome this, I need to continue developing my skills and gaining relevant experience to remain competitive.

Overall, this self-assessment shows that I have a strong foundation of transferable skills, including communication, organisation, and problem-solving. My work experience and academic studies demonstrate my readiness for employment; however, I also recognise the need to improve specific areas such as gaining direct front office experience and enhancing my technical skills. By addressing these areas, I will be better prepared to meet employer expectations and succeed in my chosen career.



[bookmark: _Toc624751203]PDP
Based on my self-assessment, I have identified areas for improvement, particularly in developing my English language proficiency and gaining experience with industry-specific systems. To address these, I have established clear short-term and long-term employment goals supported by a personal development plan. Setting clear goals is important for career development, as it helps individuals stay focused and motivated (Locke and Latham, 2002).
My short-term goal is to improve my communication skills, particularly my English. Although I consider myself a strong communicator, I currently have a B2 level of English and recognise that further improvement is needed to feel fully confident in a professional environment. I believe that working in a Front Office Receptionist or Office Coordinator role will help me develop my English through daily interaction with customers and colleagues. This will allow me to improve my fluency, expand my vocabulary, and communicate more confidently. In addition, I plan to support this development by practising English regularly and using online resources.
Another important short-term goal is to develop my technical skills, particularly in using receptionist and hotel management systems such as Opera and other similar software. While I have general digital skills and experience with systems, I understand that employers expect candidates to be familiar with industry-specific tools. To achieve this, I plan to complete online tutorials, training courses, and practise using these systems where possible. Developing these skills will increase my confidence and make me more competitive in the job market.
My long-term goal is to progress into a more senior role, such as Front Office Manager or Office Manager. This position would involve greater responsibility, including supervising staff, managing daily operations, and ensuring high levels of customer satisfaction. This goal aligns with my Business Management studies and my interest in leadership and organisational development. Achieving this will require continuous learning, gaining relevant experience, and developing strong management skills.
To support these goals, I have created a personal development plan. Firstly, I will focus on gaining relevant work experience in a front office or administrative role to build my practical skills. Secondly, I will continue my academic studies and aim to achieve strong results, as this will enhance my knowledge and employability. Thirdly, I will actively improve my communication skills by engaging in customer interactions and practising English daily. Finally, I will develop my technical skills by learning and practising industry-specific software.
[bookmark: _Toc589739217]Conclusion. Setting clear employment goals and following a structured personal development plan will support my personal and professional growth. By improving my English, developing technical skills, and gaining relevant experience, I will increase my confidence and readiness for employment in my chosen field.
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