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[bookmark: _Toc39325742]Introduction
Learning via a variety of diverse processes produces one an experienced education. In case one makes an effort to engage in the entire student experience, one will get more from their time at university. Employability is the word which can be utilized in diverse settings and with diverse meanings. These skills are helpful as these are transferable and one can embrace to whichever condition one search. In the current study, employability and academic skills will be discussed as these relate to the higher education. 
[bookmark: _Toc39325743]Discussion
At present, I am an Assistant Restaurant Manager of a well-known restaurant in the United Kingdom. With the use of SWOT, PDP 
SWOT analysis
	Strengths 
	Weaknesses 

	· I have a good communication skill and networking contacts. 
· I have well inter-personal and teamwork skills.
· Being an Assistant Restaurant Manager, I have successfully gained work experience.
· In addition to these, my transferable skill is one of my strengths.
	· I have very limited technical knowledge.
· I lack anxiety and time management skill.
· Despite what my co-workers may think, I am low in self-esteem and confidence.
· In order to be a General Manager, I lack necessary qualification to be successful in my future role. 

	Opportunities
	Threats

	· The hospitality sector possesses positive trends; thus, this will contribute me with great career opportunities.
· I can explore the world with my strong educational skills.
· There can be a rise of online marketing detailed job roles. 
· There can a rise of number of start-ups beholding for online marketing individual. 
	· There is a high range of hospitality management jobs creating the sector competitive.
· There can be a lack of future development opportunities as the hospitality management student.
· There can be education and training barriers in the hospitality industry. 


Table 1: SWOT analysis
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Figure 2: SWOT analysis
(Source: Pluchevckaya et al., 2017)
Time management
· The Eisenhower Method
Name: Mihai Sirbu
	
	URGENT
	NOT URGENT

	
IMPORTANT
	· I need to make a personal development plan immediately.
· I need to do meditation in order to manage stress as this will help me to move forward in my career.

	· I need to take admission in some technical courses like software proficiency which will boost my knowledge.
· I need to do more research on the knowledge which a general manager possesses in running a restaurant business. 

	
NOT IMPORTANT
	· I need to schedule some interviews for managerial posts and gain some relevant information.
· In fact, I need to collect feedback on my personal behaviour and nature from my present colleagues and mentor. This will allow me to improve my own skills and knowledge. 
	· I need to have a control on my anxiety and stress level. This will help me to work confidently without any distractions.
· Rather than surfing social media for no purpose, I need to use that time in following some successful managers in the hospitality sector.  


Table 2: Time management plan
Personal Development Plan
	
	Short-Term Time Frame
	Mid-Term Time Frame
	Long-Term Time Frame

	Section 1 - My Goals
	My short-term goal is to get distinction at my current course of work and to learn basic technical skills as I do not possess any such skills.
	I want to get a promotion at my present company and even want to establish my knowledge regarding the managerial traits. 
	I want to do higher education on management and want to be a General Manager of a renowned restaurant in my future.


	Section 2 - Skills and
Knowledge to be
Learned



	I need to gain employability and academic skills. 
In fact, I need to gain much experience in working in a team so that I can complete my course assignments with my classmates. 
	As I will move up the management ranks, the issues will intensify and change, but I still require to be a good problem solver. 
Thus, to get a promotion at my field, I need to adapt myself in every situation and need learn several effective strategies to deal with the problems. 
Furthermore, I need to learn on time management, self-marketing decision making skills.
	Though I have a good communication skill, but I need to improve both verbal and non-verbal communication for betterment. 
Higher education stands abounding with chances to establish skills based on communication and composition. 
Communication and clear writing is mandatory needs for managerial position. 
Moreover, I need to be flexible, keep focus to detail and have a positive attitude. 
I do not have any experience in leadership, so I need to have a strong leadership skill.

	Section 3 - Next Steps



	I need to attend all my classes related to the current unit. 
I need to make short notes on the important topics from my syllabus.
Practicing and revising tutorial or seminar questions will allow me to have a good understanding of the learning. 
	I need to make my work visible to my superior.
By engaging in any situation, I will let them know my extraordinary performance. 
I need to possess some leadership skills and will work hard to submit work within deadlines. 
I will take feedback from my superior and will work on this to enhance myself.
I will follow some eminent managers and leaders to establish an insight on the managerial traits.
	I will refer with an independent educational admission agency to get a good institution for my higher education on Business Management. 
I will stay connected with “The National Association of College Admissions Counsellors” for current institutional updates and news.
I will strengthen my skills, I will communicate with my mentor to have knowledge and even will attend some interviews.


	Section 4 - Resources




	I will take help from my classmates and will conduct some group study session.
E-books and online articles will give me much educational information.
	I need to find a free time to study on managerial traits by researching on various leaders.
	I need funding for higher education, so I need to save money or will take an educational loan. 
In fact, I will consult with a career advisor. 

	Section 5 - Time Schedule
What is my time schedule?
	6 months
	2 years
	3 years

	When will I start?

	Within a week
	After giving this semester that is within 5 months
	Within two months

	When do I expect to finish?
	Maximum 6 months
	Maximum 2 years
	Maximum 3 years

	Section 6 – Completion
When have I completed each step?
	Yet to achieve
	Yet to achieve
	Yet to achieve


Table 3: Personal development plan
Understanding of the world of work
Manager has a vision of himself that he greatly persists in propagating and believing. Instead of spending time considering the long-run, Hsu (2018) has stated that mangers are the hard workers to the instant, shifting from the activity to work with each more determined by other alteration. Based on the research, it has been found that there are some companies like Arvantis at London, which seeks a French manager for their restaurant (caterer.com, 2020). So, it can be stated that for some situation, companies may need a candidate based on their language preferences. However, Varley et al. (2018) have mentioned that as a General Manager of a restaurant, one needs to have some specific responsibilities and roles. These are as follows:
· A restaurant manager needs to take the responsibilities for the performance of their business.
· They need to plan and analyse profitability and rate of sales.
· They need to prepare reports on a daily basis, this may include sales, food control and staff control.
· It is their responsibility to maintain a high standard of hygiene, health and safety and quality management.
· Moreover, Lederer et al. (2017) have added that they are responsible for responding customer complaints and queries. 
· In some situation especially in small restaurants, they are liable to check order supplies, stock ranges and make cash drawers as well as petty cash. 
Based on the study, it has been seen that most of the managers at restaurants work on weekends and late evenings. In fact, working on anu public holidays and shift work are common for a restaurant manager (prospects.ac.uk, 2020). For being a general manager at a restaurant, receiving proper real-world work experience is crucial. Though, some restaurants and agencies propose formal work practice placements, one can get details of such chances on their websites. For example, Career Scope in the UK provide work experience for a fresher to prove the dedication of one to the next employer and provide a true situation of the hospitality sector (careerscope.uk.net, 2020). Furthermore, the UK government even allows the employees to find a relevant job from their job portal where one can search based on their location, and appreciation level preferences (findapprenticeship.service.gov.uk, 2020).
On the other hand, based on Vebturi Group, in order to land management roles, there are some skills which one employee or candidate can do to assist employers look his or her potential. These are as follows:
· Need to emphasise one transferable skill
· Need to highlight own expertise
· Need to establish own skill set with high education (venturi-group.com, 2020)
As per Suleman (2016), employability skills have been quoted by the managers as the knowledge most difficult to workspace success in the economy of 21st century. Such skills may involve technology, ethics, professionalism, responsibility, creativity, teamwork, collaboration, non-verbal and verbal communication, problem solving, adaptability and critical thinking. One candidate needs to be contributed chances to earn such skills and to study to implement those to work circumstances and real world. However, Messum et al. (2017) have mentioned that for entering a career, one needs to possess minimum some scale of job-specific skills and knowledge. Technical skills are needed for licensure in most of the professions like in most of the hospitality domains. 
Reflection of my academic progress
As opined by Boutet et al. (2017), the motive of reflection takes place in most of the facts of their lives, whether this is professional or personal. With the help of Kolb’s learning cycle, I am going to reflect my academic progress. 
Experience 
As of gamification to personalisation, I have aimed at contributing tools which allow me to make authentic and unique learner journeys: thus, I have found my experience involving, communicating as well as memorable.
Observation
At the “Certificate of Higher Education in Skills for the Workplace”, I am passionate regarding making characteristics which has enriched my learning experiences of my employability. Before starting my module, I have not thought that I will learn so many things from this module regarding both my professional and academic skills. In fact, I thought this was laid out and planned, simple for me for following. The load of study was sufficient so I could complete everything with sufficient time, study regarding topics.
Conceptualisation
I have spoken to my tutor and lecturer for getting some advice on the learning tools and techniques. In fact, I have noted down few concepts on the way to make in a different way next time. 
Experimentation 
At the end of this module, I have the option for contributing reflections or feedback, concerning my own experiences with the context of this module. Moreover, I have made my assignment in advance and I have some notes for referring. In addition to this, I have practised delivering my work within deadline. 
Collecting feedback has assisted me in enhancing my learning in the areas which I am lagging behind. In fact, this can help me in performing my new skills within the workspace and what content may have been more helpful to my learning outcomes. I really appreciate both positive and negative feedback. Overall, I have liked this module as all tests, assignment and lectures are straight onward. Though there was a lack of additional credit and it will be great if the ultimate is an objective paper regarding what I have learned in this module (Refer to Appendix 1). 
[bookmark: _Toc39325744]Conclusion
Based on the overall discussion, it can be concluded that with the proper relevant skills, one individual can attain his or her goals within the desired time. Being a manager, one needs to have some quality skills and knowledge to establish as a successful professional career. With the aid of SWOT analysis, PDP and time management plan, one can have an understanding on the desirable goals. In a proficient setting, reflection refers judgmentally evaluating the directions in which one can enhance on a specific activity or performance. 
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Appendix
Appendix 1: In-class activities
· Paraphrasing practice
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· Referencing practice
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· Exercises on linkers
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REFERENCING EXERCISE REFERENCING EXERCISE

Exercise 1 xercise 1

Six publications of various formats are described below. Try
expressing the reference details for each in the Harvard style
and putting them into alphabetical order in a reference list.

ix publications of various formats are described below. Try
xpressing the reference details for each in the Harvard style
nd putting them into alphabetical order in a reference list.

1

1. Abook with the title: ‘Occupational health and safety’,
published in Sydney in 2004 by McGraw-Hil, with authors
M. Stewart and F. Heyes. This is the second edition.

Abook with the title: ‘Occupational health and safety’,
published in Sydney in 2004 by McGraw-Hil, with authors
M. Stewart and F. Heyes. This is the second edition.

2. Abook with the title: Internal control and corporate
governance’, with authors K. Adams, R. Grose, D. Leeson
and H. Hamilton, published in Frenchs Forest, NSW by
Pearson Education Australia in 2003

Abook with the title: 'Internal control and corporate
governance’, with authors K. Adams, R. Grose, D. Leeson
and H. Hamilton, published in Frenchs Forest, NSW by

Pearson Education Australia in 2003

3. Anarticle by M. Scardamalia and C. Bereiter, called
'Schools as knowledge-building organizations', published in
1999 in a book edited by D. Keating and C. Hertzman,
called "Today's children, tomorrow's society' in New York by
Guilford as pages 274 to 289

An article by M. Scardamalia and C. Bereiter, called
'Schools as knowledge-building organizations', published in
1999 in a book edited by D. Keating and C. Hertzman,

called "Today's children, tomorrow's society' in New York by
Guilford as pages 274 to 289

4. Anarticle by J. R Savery and T. M. Duffy, called "Problem
based learning: an instructional model and its constructivist
framework', published on pages 31 to 38 in the journal
Educational Technology', volume 35, number 5, in 1995

An article by J. R. Savery and T. M. Duffy, called "Problem
based learning: an instructional model and its constructivist
framework', published on pages 31 to 38 in the journal

Educational Technology', volume 35, number 5, in 1995

5. An article called 'Integration and thematic teaching
integration to improve teaching and learning’ by S. Lipson,
S. Valencia, K. Wixson and C. Peters, published in 1993 in

An article called 'Integration and thematic teaching
integration to improve teaching and learning’ by S. Lipson,
S. Valencia, K. Wixson and C. Peters, published in 1993 in
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1 Identifying linkers

W Underiine the linkers in the following sentences.

(a) A few inventions, for instance television, have had a major
impact on everyday life.

(b) In addition, a large volume of used cars are sold through
dealerships.

(¢) The definition of motivation is important since it is the cause of
some disagreement.

(d) The technology allows consumers a choice, thus increasing
their sense of satisfaction.

(e) Four hundred people were interviewed for the survey, then the.
results were analysed.

) However, another body of opini
with unfavourable outcomes.

n associates globalisation

There are six main types of linker.

W Match each of the types below fo one of the sentences above.

(i) Addition b)
(i) Result )
(iii) Reason )
(iv) Opposition ()
(v) Example (& )

(vi) Time )

2 Practice exercise: Using linkers

When reading a text, linkers are a kind of signpost to help the reader
follow the ideas.

W Read the paragraph below and underiine the linkers, then decide what
their functions are (i.e. types i-vi above).

BIOFUELS

Newly published research examines some important
questions about the growing use of biofuels, such as ethanol
made from maize. The production of these has increased |
sharply recently, but the replacement of food crops with fuel
crops has been heavily criticised. Although initially seen as a
‘more environmentally-friendly type of fuel, the research shows
that producing some biofuels, for instance biodiesel palm oil,
is more polluting than using conventional oil. The ethanol
produced from sugar cane, however, can have negative
emissions, in other words taking carbon dioxide from the
atmosphere instead of adding it. Consequently, it can be seen
that the situation s rather confused, and that biofuels are
neither a magic solution to the energy problem, nor are they
the environmental disaster sometimes suggested.
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Practice Exercices in Paraphrasing

1. Langusge isthe main means of commmusication btween paoples. But s0 many diffsrent
Ianguages have developed thatlanguage hasoften been 2 barer rather han an 3 o
‘understanding among peoples. For many years, paople have dreamed of seting up an
international universal Language which allpeople aresimple and obvious.Ifall pecple
<poke the sametongue, culural and scononsic s ight be mch close, and good will
increase between cousties (iapar, 2004)

"The Antaretc i the vast source of cold on our planst just 3 the sun s thesource of
o hest,and it exerts tremendons conteolon our clmate, Uacaues] Coustesa told the
comers. "The cold ocean wate around Antareties flows north fo mix ith warmmer water
Srom the tropis, and its upwvellings help to ool both he surace wiater and our
stmosphere. Yot the fagiliy o his regulating system s now threstened by buman
activity” From "Captain Coustean,” Audubon (May 1990):17

3. The wentioswerethe yeas ehen drinking vas against the v, and theLave was 2 bad
joke bacause everyone knex of  local bar where lquor could be had. They werethe
‘ears when organized crzse ruld the ciis, and the polie seemed powerless o do
auything againstit. Classical music was forgotten while jazz spread throughout the Land, |
snd e like Bix Baiderbacke, Louis Amistcong, and Count Basis bacame the heross of
the young. The lapper was born in he twenties, 2d with her bobbed hae nd short
ki, she syumbolized, perhsps more than anyon or anythin slse, Amerisa’ besk with
the pas. From Kathleen Yasces, Eelish 102 Supplements Guide (1989): 2.

4. Ofthe morsthan 100 bieycling desths each yess, hree- furths sre caused by hesd
injuris, Half of taose killed arescool-age children. One study concluded that wearing
a bike helmetcan reduce the ik of head injury by 5 parcest. In an accidnt, 2 bke
el sbsorbsthe shock and cashions th head. From "Bike Helmets: Unused
Lifesavers” Consumer Reports (May 1990): 345.





