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[bookmark: _Toc60686731]Introduction
This particular project report is nothing but a personal reflection from the role-play to understand what tare the specific skills and knowledge required to work efficiently to work as a receptionist in a restaurant. Through this report I am also going to discuss about my strengths and weaknesses so that I can utilize this job opportunity to my fullest capability. Beside this I will also try to identify the skill gaps so that I can work on them and overcome those gaps. Through this project report I am also going to develop a personal action plan which I can follow to be more efficient.
[bookmark: _Toc60686732]Skills required to work effectively as a receptionist in a restaurant
I think to work in the hospitality industry I need to have some skills which is going to help me to work efficiently and be productive. I think the below mentioned skills can be helpful for me and will help me to prove myself as a good receptionist in front of the authorities.
Communicational skills: As per my thinking to be a good receptionist I need to have good communicational skills. During the interview I have also mentioned that one of my strengths is that I can talk to anybody on any subject and I can establish an interactive conversation with the other person. I think it is also important for a receptionist to have a good listening skill so that correct services can be provided to the customers. 
Multitasking: Another important skill that a good receptionist needs to have is the ability to multitask properly (Albardiaz, 2018). Receptionist has tasks like handling multiple phone calls simultaneously, interacting with the clients and the employees. So, I think to be a good receptionist to I need to learn how to multitask properly.
Proper knowledge about the organization:  This is a very important aspect of a receptionist job is to have complete knowledge about the services that the organization or the restaurant is providing otherwise he/she would be unable give correct information to the clients (Albardiaz, 2018). As per my knowledge it is a particularly important factor that a receptionist needs to give importance.
Prioritization of work: As mentioned above receptionists often deals with multiple tasks at the same time for example, they must deal with customer orders, give instructions to the employees, and communicate with the management team (Gunarsah, 2016). So, it is very important for them to prioritize their work. I think I have the capability to understand which works needs to be done first which is going to help me to work efficiently.
Technical skills: It is very important for receptionists to have knowledge about computers and have other technical skills. In the current scenario most of the restaurants and hotels maintains their service list or reservations in computers. So, it is important to have knowledge about MS word and Excel to maintain those sheets (Gunarsah, 2016). I personally think my technical skills regarding usage of the computer software will be extremely helpful in this scenario.
Interpersonal skills: Receptionists usually works as the representatives of the organization in front of the clients. That is why it is important for the receptionists to build interpersonal relationship with the clients so that they have a good impression regarding the organization (Sertpunya, 2020). As I mentioned during the interview, I can build effective communication with the clients which is going to be beneficial for me.
[bookmark: _Toc60686733]Discussing about my strengths and weaknesses
It is important for a candidate to evaluate his/her strengths and weaknesses before appearing for an interview. In this section I am going to discuss about my strengths and weaknesses. 
Strengths
· Firstly, I would like to mention that my communication skill is one of my major strengths. I can talk to anybody on any subject and I can establish an interactive conversation with the other person. As per my knowledge having good communicational skill is very important for a receptionist’s job. Good communication will help me to attend the clients at first with proper greeting and communicational skills. I will reply them with all their quarries regarding the restaurant, food, and price. My conversation ability will increase their interest about the restaurant. Not only that good communicating ability of mine will attract them to come in this particular restaursent again and again. Communication is biggest weapon for the receptionists when it comes to hospitality management field. Being a good communicator, I can engage the clients when restaurant is running busy with their hospitality. In accordance to Bintani, (2020), receptionists’ communication skill should be a good combination of listening ability, verbal and writing skills.  I am good with verbal skills in all the situations with the customers. Along with this I must answer all the asked question of customers through listening them carefully.     
· My strength is my technical abilities. In the current scenario most of the restaurants and hotels maintains their service list or reservations in computers. My knowledge regarding the usage of computer hardware and software gives me a competitive advantage over other candidates. With this technical skill I can deal with client’s request regarding their food services, table numbers along with reservation. I can tell them about the table room vacancies whenever they asked to do so. Even technological capability will can book their pre table orders in the restaurant with their desired food items. I can handle all the payment systems as I have the ability to do so. Technological strength of mine will back up all the information related to the restaurant, bookings, customer services etc.  As I belong to this technological era with this skill as a receptionist, I will be in the advantageous position in the hospitality management field. My technological skills will also benefit the restaurant (Hämäläinen, 2018).    
· The problem-solving ability is strength of mine. I have the capability to deal with the problems which is coming on my way and try to resolve those problems efficiently. Think this I am important aspect of a receptionist’s job to deal with the problems. With my good communication skill and ability of explanation I can solve any type of conflict as well as issues. I can resolve the issues with reasonable cause that will benefit the restaurant with good reputation. As opined by Dotson and Valenzuela, (2020), to solve numerous problems with good cleaver communication is the best way. Proper communication with the other managers helps to increase the capability of solving the arising problem within the organisation.  
Weaknesses:
· Lack of patience: As a receptionist one of my weaknesses is lack of patience. I used to lose my interest in a subject after working few hours. I cannot work with this weakness of mine because being a receptionist I must handle customers directly. While dealing with the upcoming clients I need pay attention to their requirements with patience. My lack of patience will cause the miscommunication between clients and organisation. For understanding customer necessity, I need improve my patience unless I cannot achieve my aims in the hospitality organisation (Ganiyeva and Hamidova, 2020). 
· I have very less knowledge about the restaurant organisation. To becoming a part of a restaurant I need to understand more about hospitality management (Gong, 2020). As receptionist I need to develop my knowledge about the hospitality sectors, their management processes and role statues duties. I cannot solve issues easily if I am not aware if this field. Best knowledge will give more solidarity and 
	What are the big objectives? 
	Which objectives require for happening first? 
	Time I want to get the objectives 
	The obstacles should get in the way
	The way I can improve chances to meet goals 
	Where I should go for the support?
	Review: the way I am doing? 

	To start fresh 
	I need to improve my lack of the patience. Weakness before starting fresh. 
	I want to improve it within 6 months 
	· Expand the stress
· Escalate the hard situation 
· Annoyances and inconvenience 
	· Practise being the patient 
· Concentrate toward reason I am implementing 
· Practise empathy
	· Taking help of professionals 
· Consulting with seniors 
· Practising according to professional course 
	I will maintain the checklist to mark my daily activities 

	Creating plus point for the team members
	I need to improve the knowledge before guide and train my group members and increase the benefits.  
	I want to improve it within 5 months after the joining. 
	· Measuring the knowledge contribution 
· Keeping up with the technology of ever-changing
· Ensuring the relevancy 
· Keeping as well as getting people highly motivated 
	· Self-evaluation 
· Subscribing to the newspaper 
· Taking action by initiating to learn new skills
· Regularly monitor for process for improvement   
	· Taking help of books
· Taking the support of journals 
· Lectures 
· The careers advisors 
	Developing the continuous feedback processes where I can daily check my flaws and continuously improve those areas.  


· strength at the time of performing the receptionist job. My bad knowledge will affect my dream to be a part of Restaurant Company.  
[bookmark: _Toc60686734]My employment goals
I want to deliver my full potential to increase the productivity for the restaurant through my strength skills as well as improve the weaknesses skills. I also want to share my past experiences and make fast decision for the restaurant’s benefits. I also want to make my group members positive and this plus point will help my group members to grow and provide effective results for the restaurant. My goal is also to learn as much as I can after hiring and increase my skills for my both personal and professional advantages. 
[bookmark: _Toc60686735]Personal development plan creation  
PDP or the planning for personal development is a process to develop the action plan as per values, awareness, the goal setting, reflection as well as planning for the personal development within context of education, career, self-improvement, and relation. Basically, the plan of personal development delivers proper framework which should determine weaknesses as well as strengths along with coming up with the guide to capitalise as well as optimise toward existing capabilities and skills. As mentioned by Jangao et al., (2020), individual can utilise it for planning career change or also support to develop the recent skills. It is the plan that should support in having properly for aiming for along with work properly. Individual can determine 3 major aspects such as mental, physical along with spiritual aspects (Kang et al., 2020). From the above weaknesses and strengths, I also need to develop my own PDP for further improvement in my career in restaurant. While creating the plan I should contain proper goal setting, prioritise the objectives, setting deadlines while they want for achieving them, create or develop knowledge, applying proper support network as well as measure the progress. The PDP discusses below,

Table 1: Personal Development Plan 
(Source: Created by the learner)
[bookmark: _Toc60686736]Conclusion 
The research has concluded about the self-reflection of an individual in terms of working as the new receptionist in the restaurant. For this purpose, the research has also concluded about the several individual skills such as multitasking, interaction skills, the specific knowledge of that particular restaurant along with the work prioritisation, the technical and interpersonal skills. The individuals’ major strengths are interaction skill along with technical abilities and ability of problem solving. The weaknesses are highlighted such as lack of patience and poor knowledge of particular position and the requirements of the organisation. For this purpose, personal development plan has developed which highlighted in the research.  
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Private & Confidential
Application for Employment


To ensure that you are able to complete the application form in full, please refer to the short-listing criteria on the job description. 
	
Position Applied For 

	
Restaurant Supervisor

	
How did you learn about this vacancy?
	
Online advertising



	1. Personal Details

	Title
	Mrs

	Surname
	Tataru


	Previous Name
	


	Forenames
	Maria Madalina


	
Address

	
139 Homefield Park




	Post Code 
	
SM1 2DY

	Telephone number
	

	Mobile No
	07738828402

	E-mail address
	Alin12mada@yahoo.com


	National Insurance
Number
	
SS681415D


	




	1a. Additional Information
	
	
	

	Do you hold a full, clean driving license valid in the UK? 

	Yes
	x
	No
	

	Do you have the right to work in the UK without restriction? 
(Proof of right to work in the UK ID will be required)
	Yes
	x
	No
	




	2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	Current or Most Recent Employment
	
	

	Employers Name
	Rebeca Romanyuc

	
Address

	Leister Square

	Postcode
	

	Job Title
	Cafeteria Supervisor

	Dates of Employment
	From

	12.10.201
	To

	23.12.2020

	Reason for leaving
	Change
	Salary
	£28.00

	
Brief outline of main responsibilities and key duties
	
-Customer service
-Rota
-Reporting
-Health and Safety





	2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	Current or Most Recent Employment
	
	

	Employers Name
	

	
Address

	

	Postcode
	

	Job Title
	

	Dates of Employment
	From

	
	To

	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	






	Previous Employment
	

	Employers Name
	

	Job Title
	

	Dates of Employment
	From
	
	To
	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	





	Previous Employment
	

	Employers Name
	

	Job Title
	

	Dates of Employment
	From
	
	To
	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	





Please continue on a separate sheet if required.
	3. Formal Qualifications and Training & Development
Continue on a separate piece of paper if required. You will be required to provide original qualification certificates  if successful.

	

	 Secondary Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Skills for the workplace
	01/02/2021
	Level 4
	
	



	 Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	
	



	Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	
	





	CPD / Training and Development
	

	Brief description / course title 
	Date Taken 

	








	





	4. Interests and hobbies
Please provide details of your hobbies / leisure activities / voluntary work

	

I am passionate of business and outdoor activities like running and spending time with my family.
I was voluntary at some concerts and events.















	5. Referencing
Referencing required for 2 full years (with a minimum of 2 references). At least 1 reference should be your current of most recent employer.  Please confirm any existing personal / family relationship with existing PRC employees

	

	References (Current or most recent employer)
	

	Name of Referee
	Rebeca Romanyuk

	Job Title
	Cafeteria Manager

	Employers Name
	Nero Caffe

	
Address

	Leicester Square

	Postcode
	

	Telephone Number
	07521923622
	Ext. Number
	

	E-Mail Address 
	romanyukoana@icloud.com

	Are you willing for this referee to be approached prior to interview?
	
Yes              No



	References 
	

	Name of Referee
	

	Job Title
	

	Employers Name
	

	
Address

	

	Postcode
	

	Telephone Number
	
	Ext. Number
	

	E-Mail Address 
	

	Are you willing for this referee to be approached prior to interview?
	
Yes           No





	6. Reason for applying

	

	Please detail below reasons for applying for the position including your skills, experience and attributes.

	

I love being around people and in this job I’d get to meet every person that walks
through the door. Your restaurant has a good reputation for quality food and service and that’s the type
of restaurant I’d be proud to work in. I think my qualities will fit nicely here.















	Please specify how you meet the criteria for this role.

	



I am passionate person by the hospitality industry and always brought me joys working with people etc. I have been in this industry for more than 5 years now

















	7. Declaration

	
Please complete the following declaration and sign it in the appropriate place below. 
I certify that:
· All the information given to me on this form is correct to the best of my knowledge
· All questions relating to me have been accurately and fully answered
· I possess all the qualifications which I claim to hold
Signed:                                                                                                                 Date: 04/01/2021

Print Name: Madalina Tataru
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