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Introduction

Task 1

This work focuses on employability and career development in the hospitality
industry. | analyse two job adverts, identify key skills, reflect on my personal strengths
and weaknesses, and create a Personal Development Plan to support my future goal of
becoming an Assistant Manager. Understanding employability skills is important
because employers expect graduates to demonstrate leadership, communication,

teamwork, and problem-solving (Andrews & Higson, 2008).

Advert 1 Summary: Assistant Restaurant & Bar Manager

The first advert | chose is for an Assistant Restaurant and Bar Manager in
Harpenden. The job offers a permanent full-time position with a salary between £40,000
and £42,000. The company is looking for someone with at least three years of experience
in restaurant management. The main responsibilities include leading the team during
shifts, training staff, solving problems, and keeping high standards of service. The advert
also highlights communication skills, customer service, decision-making, and operational
management, which are essential employability skills in hospitality (Yorke, 2006). The
workplace is described as friendly and supportive, with benefits like pension and

discounted food.
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lllustration 1 Advert assistant Manager; Indeed (2026)
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Advert 2 Summary: Assistant General Manager — Bleecker Spitalfields

The second advert is for an Assistant General Manager in a busy London
restaurant. The salary is up to £38,000, and the company offers benefits such as bonuses,
private medical insurance, paid breaks, and leadership workshops. The role focuses on
supporting the General Manager, training and inspiring the team, and keeping operations
consistent. The advert asks for experience in hospitality management, the ability to
multitask, good communication, and confidence working under pressure. It also promotes
values like diversity, teamwork, and passion for good food, which are important for

employability and graduate identity (Hinchliffe & Jolly, 2011).

aaaaaaaaaaaaaaaaaaaaaa

lllustration 2Advert assistant Manager; Indeed (2026)

Comparative Analysis

Both adverts ask for similar skills because they are similar roles in hospitality.
The two companies want someone who can lead a team, communicate clearly, solve
problems, and maintain high standards of customer service. They also expect the
manager to work well under pressure and support daily operations. The main difference
is that the first advert focuses more on supervision of shifts and hygiene policies, while

the second advert highlights company culture, diversity, and fast-paced work. These
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similarities reflect the importance of soft skills in hospitality management (Andrews &
Higson, 2008).

Key Skill for My Future Role

The main skill | chose for my future role is leadership, because it appears
strongly in both job adverts and is essential in hospitality management. Leadership
helps managers motivate the team, solve problems, and maintain high service
standards. Northouse (2021) explains that leadership is the ability to influence and

guide others, which is necessary for managing busy shifts and supporting staff.

| also selected communication as a key skill because both adverts highlight the
importance of clear and professional communication when supervising staff and dealing
with customers. Good communication helps create a positive working environment,
reduces misunderstandings, and supports teamwork. Cameron (2018) states that
effective communication is a core part of management because it helps managers give

instructions, provide feedback, and build strong relationships with their team.

By developing leadership and communication together, | will be able to support
my team better, stay confident during fast decision-making, and maintain high service
standards. These skills connect directly to my future goal of becoming an Assistant

Manager in hospitality.
Short Anecdotes

During my time at work, | also had two funny moments that connect with what |
have learned at the university. The first one happened when | asked for a day off. My
manager asked me why | wanted it, and | replied, in a friendly way, that legally they
should not ask for the reason. My manager laughed and said, “You are becoming a

problematic boy,” but in a joking tone.

The second moment happened when | was checking the rota. | told the

managers, also joking, that something was wrong because legally we should have an
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11-hour rest period between shifts. They laughed again and said, “You are learning a lot

at university!”
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Task 2

| wanted to reflect on my personal skills, my work experience, and the areas

where | still need to improve, so this SWOT self-assessment helps me understand my

strengths and weaknesses, and it also shows what opportunities | have for growth and

what threats could affect my progress in hospitality. By analysing myself honestly, | can

plan my development better and prepare for future management roles (Cottrell, 2019).

Table 1 SWOT Analysis

Strengths

Weaknesses

-Several years of experience in hospitality and
supervision roles.

-Strong leadership skills during busy shifts.

-Good communication in Spanish, English and
Portuguese.

-Positive attitude and friendly customer service.

-Sometimes low confidence when making fast decisions.

-Need to improve administrative skills (scheduling, stock
control, reporting).

-English is my second language, so formal writing takes
extra time.

Opportunities

Threats

-Studying Business Skills for the Workplace helps my
professional development.

-High demand for managers in London hospitality.

-Multilingual skills give me advantage in diverse teams.

-Experience working with different managers helps me
learn new leadership styles.

-Strong competition for management roles in hospitality.

-Fast changes in systems and policies require constant
learning.

-Economic changes in London can affect job stability and
promotions.

Cert HE Business Skills for the Workplace
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Evidence of Readiness for Employability and Personal Advancement

| believe | am ready to continue developing my career in hospitality because | have
strong evidence from my work experience, my academic learning, and the feedback |
received from colleagues and managers. These elements show that | am progressing

and building the skills needed for a future management role.

My work experience gives me a solid foundation. | have worked for several years
in hospitality, including supervisor roles where | was responsible for opening and closing
shifts, supporting the team, training new staff, and dealing with customer problems. These
responsibilities helped me understand how a restaurant operates and what a manager
must do to keep service running smoothly. Working in busy environments also taught me
how to stay calm under pressure and how to make decisions that help both the team and
the customers. This experience shows that | can handle responsibility and adapt to

different situations.

My academic development has also improved my employability and leadership. |
learned how to write clear reports, communicate professionally, and present ideas with
confidence (Cottrell, 2019). | also learned about UK workplace regulations and health and
safety rules (ACAS, 2024; GOV.UK, 2024). Group work helped me improve leadership

by learning how to support others and guide a team positively (Goleman, 2013).

| have also received positive feedback from managers and colleagues in different
jobs. They often tell me that | am reliable, organised, and good at supporting the team. In
previous roles, managers trusted me with tasks such as supervising shifts, training new
staff, and handling customer issues. This feedback motivates me and shows that | have
the right attitude for leadership and teamwork. It also gives me confidence that | can

continue developing into a management role.

Finally, my multicultural background and language skills also support my
readiness. Being able to communicate in Spanish, English, Portuguese, and a little
French helps me connect with customers and colleagues from different backgrounds,
which is essential for employability (Andrews & Higson, 2008). It also supports teamwork,

because communication is essential for a positive and productive workplace.
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Overall, my experience, academic learning, and feedback demonstrate that | am
ready for employability and personal advancement. | still have areas to improve, but | am
motivated to continue developing my skills and move towards an Assistant Manager

position.
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Task 3

Employment Goals & Personal Development Plan)

Based on the weaknesses identified in my SWOT analysis and the areas |
described in my Evidence section, | created my short-term and long-term employment
goals. These goals will help me improve my confidence, my administrative skills, and my

formal English communication, which are essential for my future role in hospitality

management.

Personal Development Plan (PDP):

Table 2 PDP

SHORT-TERM TIME FRAME

MID-TERM TIME FRAME

LONG-TERM TIME FRAME

SECTION 1 - MY GOALS

SECTION 2 - SKILLS AND
KNOWLEDGE TO BE
LEARNED

SECTION 3 - NEXT STEPS

Cert HE Business Skills for the Workplace

Improve confidence when
making fast decisions during
busy shifts.

Strengthen administrative
skills (scheduling, stock
control, reporting).

Improve formal English
writing for professional
communication.
Decision-making under
pressure.

Basic management
administration tasks.

Writing clear and structured
reports in English.

Ask my manager for small
leadership tasks to practise
decision-making.

Practise scheduling and
stock control weekly with
supervisor guidance.

Write short reports and ask
tutors or classmates to
review them.

Short-Term Time Frame

Develop stronger leadership
skills.

Improve communication
when supervising teams.

Gain more experience in shift
supervision.

Team leadership and
motivation.

Conflict resolution and
communication.

Organising and managing
daily operations.

Take leadership
responsibilities when
possible.

Observe experienced
managers and learn from
their style.

Participate in team meetings
and practise giving feedback.

Mid-Term Time Frame

XY Prifysgol Cymru
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Become an Assistant
Manager in hospitality.

Master digital systems used
in restaurants.

Complete professional
development courses.

Advanced leadership and
team management.

Digital tools (stock software,
scheduling systems).

Professional hospitality
management knowledge.
Enrol in leadership
workshops or short courses.

Practise digital systems at
work.

Apply for internal promotions
when ready.

Long-Term Time Frame

Employability and Career Development LCLM4005



SECTION 4 - RESOURCES

SECTION 5 - TIME
SCHEDULE

WHAT IS MY TIME
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Support from manager and
supervisors.

Time to practise
administrative tasks.

University writing support and
feedback.
Start: Immediately.

Finish: Within 6 months.

Leadership guidance from
managers.

Opportunities to supervise
shifts.

Workplace training sessions.

Start: After completing
short-term goals.

Finish: Within 2 years.

Training budget or company
support.

Access to digital systems at
work.

Time for courses and
practice.

Start: After mid-term goals.

Finish: Within 3 years.

SCHEDULE?
Now After completing short-term After mid-term goals.
goals
WHEN WILL | START?
6 month Within 2 years Within 3 years
WHEN DO | EXPECT TO
FINISH?
SECTION 6 - COMPLETION m] o O
Date Date Date
WHEN HAVE | COMPLETED
EACH ] u] u]
STEP? Date Date Date
o o o
Date Date Date
Conclusion

In conclusion, this self-assessment helped me understand my strengths,
weaknesses, and the areas where | need to improve to progress in hospitality. By
analysing my experience, academic development, and feedback, | can see clearly what
skills | already have and what I still need to work on. My short-term and long-term goals
give me a clear direction, and my Personal Development Plan shows the actions | will
take to become more confident, organised, and prepared for a future management role.
Overall, | feel motivated to continue improving and to work towards becoming an

Assistant Manager in the next few years.
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