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[bookmark: _Toc78303248]Introduction 
Academic skills refer to the attributes of the individual that may help in gaining better career growth in the future (Ashton-Hay and Doncaster, 2021). The academic skills will help make certain that the employees are gaining proper growth. Employability skills are the attributes of the individual that prepares them for future challenges in their professional career(Di Gregorio et al., 2019). Are also helpful through which the employees get better ability to manage the work and become a better resource for the organisation. In the following presentation, a specific industry where I would be working will be analysed along with the skills and the competencies that might be needed by the individuals. Job advertisements will also be analysed through which better analysis of the skills and the responsibilities can be gained. Furthermore, the evaluation of the skills will be done which may also help identify the usefulness of such skills. Lastly, the SWOT will be used along with the time management tools that might help in identifying the issues and challenges that are being faced by me. 
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The industry I would work in 
The employability skills that I have are a proper team working and communication skills along with proper referencing and academic writing being the academic skills that I possess. The skills that I want to improve will be the problem solving and technical skills that comprise academic and academic skills. The skills I want to I was always eager to ensure that I am having great interpersonal skills I can also assure that I would be able to manage my job role in the hospitality industry. I want to be in the industry as a reception manager working for a hotel as after the pandemic the hotels are expected to witness a massive increase in the flow of customers. This industry is booming and is expected to see a rise in employment by 2022. Communication and coordination are some of the most essential skills that might be needed by the employees. It can also be stated that such skills will help create a better scope for the employees that may also be supportive in increasing their performance. The hospitality industry also expects team working as the hotel and the resorts would need a huge amount of workforce through which development of the work can be done. Employees have to ensure that the best skill development is being gained which will help create better development in an organisation. Team working skills will be essential through which the quality of the work will remain strong and will develop a huge sense of punctuality (Rimmer, 2019). This will be helpful for an organisation I am working with as they may get higher profits and more customer footfalls. 
Being in the hospitality industry, it will be essential to govern an organisation as this is the only way through which better management of the employees can be done. The leadership style will also be judging the different forms of the activities of an organisation through which better analysis of the employees can be done. Choosing the appropriate leadership style will also be essential in gaining better profits and efficiency of an organisation (Daniëls et al., 2019). The skills that I have in abundance are proper time management and teamwork, which will help create a better opportunity for employees. 
Job advertisement
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Figure 1: Reception Manager of Starhotels
(Source- caterer.com 2021)
In the hospitality industry, the best job role that would suit me is the Reception manager through which I can demonstrate the existing skills and gain new ones. The position of reception manager includes a lot of responsibility and skills. Some of the skills that might be necessary for the developments of the role are interpersonal and communication skills, which is essential in dealing with customers, suppliers and clients. This way the organisational values and loyalty from the customers can be expected. The hospitality industry needs too many skills and competencies from the employees. This organisation stresses all forms of the things that might be needed by the organisation. Time management, decision making and problem-solving are yet other forms of the skills that are essential in carrying out the job responsibilities.  The above-mentioned job role is for the reception manager by which best form of the skills and the knowledge can be gained. The job role will be essential in making certain that a proper form of management is being done for the employees of the organisation. It can also be stated that each form of the work is being effectively done.
 Moreover, the reception manager will be making certain that all forms of operational measures are taken care of through, which the best form of profits can be assured. Since I am having great leadership skills through which I can assure to govern the organisation effectively. The leadership skills in me are purely transformational as I can analyse the changes that the employees and the staff would need. The team working skills in me are also in abundance through which the employees of the organisation can maintain coordination and support from other team members. My current skills comprise leadership and communication through which I can make better choices and decisions and will also help ensure that all the members of the organisation are also increasing productivity. This will also be helpful through which I can help in improving the decision-making process (Gallivan et al., 2018). 
Evaluation of the skills that I possess and the way I wish to improve them 	
The skills that I possess are the team working, communication and leadership skills, which will help me be an efficient employee of the organisation. The skills have been gained through strong practice. To analyse the different forms of the advantages of the organisation use of the SWOT and PDP will be used through which better analysis can be done. The Eisenhower method will be used to analyse the time management method and the things that should be done to prioritise the work. 
SWOT Analysis
SWOT analysis is the framework through which the identification of the strength and the weakness can be done (GURL, 2017). 
	Strengths
· My team working skills are good as I have good coordination. 
· Leadership is a strength as I can provide support to my friends
· I can effectively pass information in the group for which communication skills are my strength
	Weaknesses
· Tend to get hostile at times as I have less patience
· Lose focus at times as I often become demotivated
· Poor time management as I cannot complete task in mentioned time



	Opportunities
· Internship programs were attended during the initial years helped me to understand different subjects
· Skill development programs organised by the college assured that wider knowledge is being provided. 
	Threats
· Poor negotiation skills 
· A higher level of stress tends to damage the concentration level.
· Procrastination. 
· Peer completion is high for which I may not be able to gain better marks. 
· The current jo scarcity is causing a huge issue in getting a desirable job. 


Table 1: SWOT analysis of mine
As per the SWOT Analysis, it can be stated that I have a great strength of teamwork through which I can coordinate with the team and the staff of the hotel. This will also help make sure that the best form of management of the employees is being done. Furthermore, my communication skills will be helping me to ensure that all the information’s are being passed to employees effectively. At times, I tend to lose focus on the work and become hostile in difficult situations, which also work as a weakness and may hamper my activities in the future. My time management skills are great through which I can schedule the work effectively and ensure that good quality work is being provided at all the times through which the profits are also increasing. Moreover, my internships would also motivate me to complete my degree and stay active on the professional front. Lastly, the negotiations skills in me are quite poor and they possess a threat. I may tend to pay higher for a particular commodity or service through which the organisation can effectively manage the work. 
 During the initial days of the college, I had issues in communicating with the tutors and the moderators of the course for which I would often make errors in work. However, I ensured to read books and magazines through which I learned the different ways of putting the statement. This way clarity was developed among us through whom I was able to understand the assignment and the subjects effectively. In the future, I wish to work with diverse cultural groups through which I can further improve communication and develop fluency in the future. Communication skills will also be useful for the organisation, as they will provide better coordination. Improper communication will lead to the poor planning of the work and will lead to the devastation of the organisational values. 
The team working skills were developed within me because of group projects that I had done during the class activities and the assignments that were given in the group so that all the members can effectively participate and complete the work. During that time I had faced issues regarding the support from certain team members as they had different issues. However, others had ensured that nevertheless, absentees work is being again divided in the group through which the best form of support was formed between the members of the team. This also resulted in the effective development of the team working practices. This is also helpful in increasing the quality of the assignment, In the future; I aim to work for the organisation being a Reception manager so that I can effectively ensure that I am working with all the staff and the members of the organisation and maintaining proper coordination. 
The leadership skills were embedded in me through the form of governing that we have received from the tutors and the lecturers, they would analyse the changes needed within me through which the work can be effectively managed.  Moreover, during the group activities, the tutor would select a leader who would be the prime source of communication with the module assessors and the group. At times, the assessors would make me the group leader for which I would need to devote a higher amount of time in analysing the needs and the demands of the students. This made me more effective in deciding the things that need to be maintained and provided to the team. In future, I wish to demonstrate the existing skills in an organisation so that I can also learn through the gaps I have in the skill. This will help in identifying the actions that I need to take so that the skills can be effectively completed.  The leadership skills can only be analysed in the organisation by which the governance of the employees can be identified. However, choosing an appropriate leadership style is equally essential which may also lead to the devastation of the firm’s values and ethics. 
Time management tools
It is method through which the important and the non important takes can be identified with relation to the urgent and the non urgent works(Krogerus, and Tschäppeler, 2017). 
	
	Urgent
	Not Urgent

	Important
	· Completing Assignments on time
· Improving communication skills

	· Gaining skill development certificates
· Applying for Jobs

	Not Important
	· Strategic planning of the work
· Applying at better companies
	· Leisure trips
· Buying a house


Table 2: Eisenhower Model of Time management
The time management model has helped frame the time in such a way that non-urgent work and the urgent would relate to the important and the non-important factors of the individual. The urgent and important work would be completing the assignment, as they will help give me better marks. However, the non-urgent work comprises of applying for a job right now, as I would need to get training on relevant roles and competencies. The not important and non-urgent work would comprise of buying a house or taking leisure trips. 
PDP
Personal Development Plan
	
	Short-Term Time Frame 
	Mid-Term Time Frame 

 
	Long-Term Time Frame  

	Section 1 - My Goals 



	Improve time management
	Reduce hostility during the difficult situations
	Increasing concentration

	Section 2 - Skills and Knowledge to be 
Learned 


	Scheduling the time based on the work received 
	To gain patience and stay motivated
	To be able to attend to the assignments properly and improve quality

	Section 3 - Next Steps

	Supervision and work plan sheets 
	Motivational speeches and meditation
	Reading books and practising concentration

	Section 5 - Time Schedule 

What is my schedule? 

	3 HOURS
	2 HOURS
	2 HOURS

	When will I start?
	August 2021
	September 2021 
	January 2022

	When do I expect to finish?

	October 2021
	January 2022
	July 2022

	Section 6 - Completion 

When have I completed each 
step?


	13th October 2021
	27th January 2022
	15th July 2022


Table 3: PDP Plan
[bookmark: _Toc78303250]Conclusion 
To conclude it can also be stated that the industry that fascinates me has been analysed based on the skills and the talents needed along with a comparison of the current skills I have. It was found that communication skills and time management skills are necessary for the role. However, I have good leadership and team working capabilities through which the development can be brought. Furthermore, evaluation of the skills has been done through the use of SWOT analysis and time management tools and identified that I have poor negotiation skills. The non-important and non-urgent works are buying a house or going on trips. Lastly, the PDP has been witnessed based on the issues and the challenges faced by me so that I can complete them effectively. 
For PPT, refer to appendix 
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Employability skills are the different forms of the attributes that are transferred to the individual through which better development of the product can be done (Di Gregorio et al., 2019). In the following report, the concept of employability skills will be analysed along with the different forms of the skills that might be needed by employees of the organisation. The impact of the skills and the attributes will also be analysed. 
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Employability skills help in increasing the performance of the employees through which productivity can be increased (Ornellas et al., 2019). This helps make certain that different forms of the traits are being transferred to employees through which the development of the work can be effectively done. Skills for an employee also help in deciding the amount of exposure that they would be getting in the future. It can also be stated that each form of the skills such as the technical and the problem-solving attributes are allowing the individual to gain their own choice of job and provide the ability to manage. 
The following are some of the skills that are necessary for the employability of individuals. 
Time management- Time management is the most essential skill through which better punctuality can be maintained along with proper productivity(Pears, and Sheilds, 2019). It will assure that quality work is being provided by the employees of an organisation along with a better impact on punctuality. I believe that every individual needs to fix a proper time and deadlines within which the work will be completed. During my internships, I have learned that time management helps the members of an organisation to maintain productivity and efficiency. Clients have a tight schedule within which they needed the work so that implementation can be done effectively. The importance of time management can be found among the students who need to make decisions quickly so that better efficiency in academics can be achieved(Shove et al., 2020). The time management will also be assured that most of the work is being delivered to the clients before time so that further modifications and changes can be implemented. This way I believe that customers tend to develop a trust that may also help increase their loyalty.
 I had learned from the moodle that candidates who have effective time management skills are having better opportunities in the placement as they were being judged based on the time taken to complete a given assignment. Teachers stated that I am learning the importance of time management which may also be helpful for me in completing the task as I was able to differentiate between the important and the non-important things. 
Paraphrasing- In this method, the existing information and the data are changed so that plagiarism can be reduced (Roy and Grangier, 2019). This helps make certain that similar words and phrases are not being used, which may lead to a negative mark on the assignment. This is generally followed by the students of colleges and universities to sure that they have learned the different aspects of the topic. Using the exact words of the author may lead to legal issues if they have patented their writing (Lewis et al., 2020). There can be a huge amount of disturbance in the development of the employees and their skills. These skills would only be coming to the individuals when they make writing a practice. This will also be helpful through which the better marks can be gained by the students. These skills will be essential in the future when they go to the organisations as they would need to complete the work without referring to other materials so that unique products and services are generated. During the class, we had ensured to attend certain class activities where the conversion was being taught. This supported understanding the concept of paraphrasing.
A certain form of the paragraphs was provided through which a better analysis of the concept of paraphrasing was identified. The tutor gave feedback claiming that at times I would forget the punctuations for which the authenticity is compromised 
CV Writing
CV is the brief of the biodata through which the development of the work can be done effectively (Jackson and Robbins, 2019).  Organisations wish to see the character of the individual along with the work history they have so that better analysis can be done for the employees of the organisation. I believe that majority of the firms would only entertain the candidates if they have a properly build CV. Often the CV consists of the family background through which the cognitive development of the individuals can be analysed. During the class activity, we witnessed the technical and the non-technical CV which helped analyse the structure of the CV and the way it should be presented to the employer so that chances of selection are higher all the time (Teixeira da Silva et al., 2020). The CV demonstrated in the class varied from one another as the skills and the specialisation was distinctive through which the evaluation was also justified. I was poor in CV writing as there was much information that was missing from the CV which may also lead to rejection while a job application. 
Referencing
This is the method through which the writer or the learners appreciates and acknowledge the source through which better development of the project can be done. There can be a huge amount of issues if the writer does not cite the source they have taken. This may be referred to as unethical and illegal in Academic language. Referencing also assures the viability of the work through which better development of the work can be done (Pears and Sheilds, 2019). Moreover, it has an impact in increasing the exposure of the written article. The reference also makes the document more authentic as there will be many authors who would be stating the different types of details through which the project or the assignment can be completed. The teachers had given feedback stating that I am making absolutely no mistakes while referencing the articles. 
Gibbs Reflective cycle
Description
Time Management
 I had learned during my college days that candidates who have effective time management skills are having better opportunities in the placement as they were being judged based on the time taken to complete a given assignment. College was equally helpful in creating a skilled drive in the students through which the students were given the best chance to demonstrate the skills and the competencies they have so that better analysis can be done. In the class, we had completed a class activity that helped identify the different measures that are necessary and important through which the time could be effectively managed. 
Paraphrasing
During the class, we had ensured to attend certain class activities where the conversion was being taught. This supported understanding the concept of paraphrasing. 
CV Writing
During the class activity, we witnessed the technical and the non-technical CV which helped analyse the structure of the CV and the way it should be presented to the employer so that chances of selection are higher all the time (Teixeira da Silva et al., 2020). The CV demonstrated in the class varied from one another as the skills and the specialisation was distinctive, through which the evaluation was also justified. 
Referencing 
During the workshop, different forms of referencing style were taught to me by whom I was able to analyse the different forms of the issues and challenges I have been facing.  Referencing from the newspaper and the journal articles were explained along with the citations styles that should be adopted by the students. It was also found that Harvard referencing is widely used by many academic researchers and students. Often during office work, the employees would need to refer to different types of documents, which will help improve the quality of the work. The references will be equally important in such cases. Referencing will assure that all the sources have been cited which makes the document more authentic. 
Feelings
Time management
Time management will be making certain that punctuality is being maintained in the organisation through which the work can be developed and assessed easily. I feel time management will also be supportive in managing and developing the work effectively. 
Paraphrasing
I feel that paraphrasing will be helpful to rewrite the work of the Author in its way so that the work cannot be copied.  Also, feel paraphrasing is the most effective way through which better authenticity to the work can be provided. The legal and ethical issues can be resolved by paraphrasing the work. 
CV Writing
I felt CV writing will be helpful through which better demonstration of the skills and the experience can be provided. The CV has basic as well as important information’s written through which transparency and clarity are gained by the recruiter. After writing the CV, I believe that I am getting more responses from the employers through which I may have higher exposure of getting selected in the organisation. 
Referencing
Referencing allows the writer to acknowledge the piece of information they have been writing through which better development of the work can be done. The references will also be assured that better development of the scope is being done. I also feel that references help increase the work quality of the students through which higher marks are gained.  
Evaluation 
Time Management
Time management will help divide the work accordingly so that each of the sections can be effectively attended. However, improper time management may lead to the devastation of the assignment or the task through which the marks to the students will be reducing to a huge extent. 
Paraphrasing
This method helps in managing the fact that every idea or concept is being used by the writer in their own words which also helps in increasing the hold on the vocabulary and writing skills. However, often the writers may not be able to analyse the actual meaning and write in their way. This leads to the damage in the assignment as they might be unable to make sense. 
CV Writing 
CV provides a detailed analysis of the individual and their background, which may help analyse the type of job role that can be handled by the individuals. On a contrary the education gap, if reflected on the CV may lead to suspicion among the recruiters. 
Referencing
Referencing allows the individual to demonstrate the skills and the competencies they have and the amount of knowledge gained from the work through which better grades can be given to the candidate. On the contrary, the references might be negatively affecting the growth of the project.
Analysis
Time management
During the time management, I had felt certain issues and challenges while learning through which I was not able to master the skills. The issues have resulted in the delay of learning time management. 
Paraphrasing
Many forms of mistakes were found while I was trying to paraphrase the words and the sentences. I realised that I was making mistakes in selecting the synonyms through which the plagiarism was not reduced. 
CV writing
CV writing made me realise the things that I would need to add to my biodata that will be essential for the recruiter to decide the skills and the competencies that I have. 
Referencing 
References are the strength as I have learned the skills well through which I can assure better grades in college. This has also helped me gaining exclusivity for the assignments and gain better marks. 
Conclusion 
Time management will be essential in developing the best quality of work as all the parts will be covered. Paraphrasing will also be supportive in letting the learners gain higher knowledge through which new words and writing skills can be improved. As per the CV writing techniques, it was found that they are responsible for providing higher exposure to the employees. Lastly, the references have been helping the students to refer to the author and their work so that authenticity and the viability of the work can be gained. 
Action Plan 
	Goals
	Actions
	Resources
	Start date
	Finish date

	Learning time management
	I will be making the sections based on the time for myself and the team
	Schedule, and To-do lists

	11 August 2021
	12 October 2021

	Referencing skills
	I will practices references while making projects and assignments
	Supervision and tasks
	12 August 2021
	21 October 2021

	Paraphrasing 
	Taking the help of Language class
	Tuitions and online tutorial videos
	5 August 2021
	6 October 2021


Table 1: Personal Development Plan


[bookmark: _Toc78303254]Conclusion 
To conclude with the topic it can also be stated that the concept of employability skills have also been analysed through which better development of the individual can be done. furthermore, the different skills such as Time management, CV Writing and paraphrasing was analysed and found that such skills help in person as well as professional development. The Gibbs reflective cycle has also been used through which the feelings and the description while learning the skills was also analysed. Lastly, the personal development plan has been proposed based on the skill gaps through which they can be achieved effectively.
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