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[bookmark: _Toc534609851]Introduction
Graduates are of the next potential candidates of the job market.  To be up to date, the graduates need to develop their academic skills like time management, problem solving, team working, communication skills, and customer cared focus etc. These skills make the candidate different form others and the employer seek these qualified candidates having a portfolio of skills (Morgan, P., 2016). I am working as an agent in the Travelodge and my duty is to ease the way of the customers to take the facility and make the bookings with time management and prudently. Travelodge is a place for business travellers that is an intermediary for the travellers to find hotels in nearby areas. It provides online payment facility with customer service and cared focused activities (Travelodge, 2018). This report will be written based on my experience in Travelodge. 
[bookmark: _Toc534609852]Skills
One’s skill is composed of the ability, knowledge and aptitude acquired through deliberate, systematic, and sustained effort to do a task effectively. It’s a special ability which enables to do a task well and get a desired result. (www.dictionary.com, 2018)
There are various types of skills to include such as soft and hard skills. 
Soft skills: The combination of people’s interpersonal skills, communication skills, and other qualities that enable them to successfully do tasks in the job. It develops the core skills that make an individual to be competent and dexterous (Cottrell, S., 2008).
Hard skills: This means qualifications required to do the job. For example, customer service, administrative, leadership and computer skills. (Cottrell, S., 2008). This means the higher level of skills for top management level to achieve the goal of the business.
[bookmark: _Toc534609853]Employability skills
Employability skills are the skills required to enter, keep and progress in the work. It helps to create a positive work environment, to increase the productivity and to improve working conditions (McMillan, K., 2006). The basic employability skills are the ability to communicate effectively, manage information, solve critical problems and make decisions. The personal skills and abilities required are demonstrating positive behaviour, innovating, managing time, money and resources, aware of personal and group health and safety practices in the workplace etc. The skills for effectively run with team are communication skills, reliability, conflict management, listening and respectfulness. (Conferenceboard.ca, 2018)  
[bookmark: _Toc534609854]Skills employers looking for
The skills that make an employee successful in the job are most employers are looking for. They require five basic skills for Travelodge and believe these skills make an interviewee a skilled employee is: 
Administrative skill: Skills are those related to organizing, structuring and running a business effectively. People in the position of office assistants to secretaries to office managers highly required administrative skills for their tasks. In Travelodge, there is a need for strong administrative skills (Travelodge, 2018). Most administrative skills include time management, organizing skill, technology and problem solving. (Hosking and Hosking, 2018)
Communication: Employees often have to delegate with various clients, staff, employers, partners and so on. So, it is important they have the right communication style. With a good communicator employee must have good listening skills to carefully listen client’s questions and complaints. Written communication skill is equally important in Travelodge. Employees may need to write memos, email and business letters (Cottrell, S., 2008). They must capable to write clearly and professionally. They may also need good communication skill in answering Telephones, maintaining client relationship and providing good customer services. About 14 percent administrative employees and 19 percent successful managers give more importance on verbal and non-verbal communication to be successful on the job.
Analysing/ analytical skills: This is another skill that employers seek most. Analytical skills refer to the ability to investigating and analysing information, solving problem, and making decisions. These skills can help to solve critical problems, increase overall productivity and success. Employers seek this ability to solve organizational problem which require good analytical skills in Travelodge. Analytical skills include data analysis, research, interpreting data, integrating new information, critical thinking and creativity. These skills are more suitable in different types of job like project management, marketing, business analytics, accounting, business development etc. in Travelodge. (The Balance Careers, 2018)
Lateral thinking: Psychologist Edward de Bono first introduced this term (Mindtools, 2018). It usually means the ability to think creatively and looking at things from a sideways perspective or out-of-the-box perspective in order to coming up with the best solutions of the problem. It involves the ability to solve problems indirectly using reasoning and ideas. It uses the idea and process that are different from traditional process of problem solving. This quality is highly required for the creative jobs like marketing and advertising. In Travelodge employers often seek for this skill to improve the organizational problem solving, find opportunities around the business and build competitive advantage. (Travelodge, 2018)
Strategizing: People having strategizing skills are innovative, open-minded, creative, curious and big picture thinker. They have good strategic foresight and anticipatory outlook, can see future opportunities that other may not even recognise. Strategizes often take on the innovator’s role, try out new plan and product before anyone had tried. But they often find it difficult to share their ideas with their peoples. In case of Travelodge the ideas of solving problem works like puzzle questions and the employer combines, orchestrates and directs each item to make a coherent together and then use it creating ideas and solutions. They also use analogies to their process of thinking and finding opportunities. They look at similar industries or domains to see if similar opportunities can be leveraged in their field, or by generating a better field. (GLA, 2018)

[bookmark: _Toc534609855]Personal competency considering perspective of an employer trying to recruit:
As a graduate student and an agent in Travelodge, I have achieved some skills in my graduation level along with in my workplace. I learned Team working, Problem Solving, Decision Making, Time Management, Problem solving. To illustrate these skills, I will use star model (Situation, Task, Action, and Result) and use it to show my competency to a recruiter (Maund, A., 2017). 

[bookmark: _Toc534609856]Star model
This model demonstrates the S=Situation, T=Task, A=Action, R=Result that are required by the interviewers to judge the qualification of the interviewee (Anon, 2018). From my personal work experience, I established some of the specific skills that are explained below:
Interpersonal skill
Situation: In last year, I got a customer came to the office facing a problem about using the website of Travelodge. He faced problem in logging into the account.
Task: I had informed him about the right way of navigating our websites.
Action: I used our reception computer and showed him politely how to use our website. I didn’t make him feel embarrass.
Result: This led the customer to be satisfied at our service and creating a long term relationship.
Customer service
Situation: In a stressed situation with excessive work pressure, I used my patience in the work place and made effective decision to solve the problems. For example, while I was working in a Travelodge as a manager, the customer asked a change of the room as it was uncomfortable for them. It was a contradictory situation for me and I followed the marketing rule of “Customer is always right” (Morgan, P., 2016).
Task: So, in that situation, I conducted with the manager and made an effective communication.
Action:  I changed the room to satisfy the customer and made a comfort zone for her. 
Result: This led the customer to be a loyal customer for the Travelodge and that customer made a positive image for me. 


Analytical ability
Situation: In the Travelodge, there was a shortage of the online customers in Travelodge website.
Task: I analysed the customer demands, rooms availability and made communication with other stake holders.
Action: I offered best promotional price based on demand and supply
Result: This increased our gross income and decreased our overall cost for the month.
Time management
Situation: Every day I woke up in the morning and get ready for my classes. I attend my classes punctually but one day I messed up. I didn’t get any transport due to delay and I didn’t know what to do as I had to be in the class on time.
Task: I took a deep breath and thought of alternatives and finally thought there was a friend of mine who has a car and live near to my waiting place. 
Action: So, I went to him and convinced him to take me to the institution. 
Result: With my instant intellectual ability and problem solving strategy, I came out successful and think I can be relaxed and stress free in case of problems and can solve them with perseverance and diligence.
Critical thinking
Situation: In the class room practices, the course instructor gave me once some critical problem of real life business and asked to make a plan and screen the implementation of the action to get a target result. 
Task: I used my numeracy skills, planning skills, lateral thinking skills to predict and estimate the opportunities and finally analytically came to a conclusion of the target result. 
Action: I estimate myself to be a good performer to achieve the desired result in my workplace as well and achieved my target of managing customer orders along with communication enrichment.
Result: The course instructor was very pleased and thus I made the desired result in my personal experience.

[bookmark: _Toc534609857]Recruitment and selection techniques in the perspective of an employer
Employers try to recruit candidates based on the job description and job specification in Travelodge (Travelodge, 2018). The candidates are selected to perform for the workplace and the employer different screening techniques such as interview, questionnaire, situational judgement etc. In case of interview, the employer requires to judge the skills that are required for the job such as administrative skills, time management, communication skills, computer skills, problem solving, critical analysis etc. When the employer in Travelodge finds out the required qualities for the job in the individual, the candidate is selected and given the job for further development and additional training as well. 


[bookmark: _Toc534609858]Skills to develop
Though I acquired different skills, I still prefer that I need some other skills to be well developed in Travelodge and to be competitive in the job market to add value for my quality. So, I finalized that I still need to develop
· Computer skills 
· Team working
· Writing skills (Greetham, B., 2013).
· Critical analysis
· Communication skills
	start date 
	completion date
	Skill, experience, knowledge to be gained
	How will this be gained? 
(e.g. on the job experience, formal/informal seminars/courses, coaching/mentoring etc)
	Provider (e.g. workplace educator, university, coach/mentor etc

	01.12.18
	31.03.19
	Communication skill
	on the job experience
	Workplace, educator, university

	15.12.18
	10.01.19
	Team work
	on the job experience, coaching/mentoring
	Workplace, university

	05.12.18
	31.02.19
	Customer cared focus
	On the job experience, formal/informal seminars/courses, coaching/mentoring.
	Workplace

	01.01.19
	31.01.19
	Written skills
	Self-practice, formal/informal writing, essay writing
	University, In-house

	25.12.18
	15.02.19
	Critical analysis
	on the job experience, coaching/mentoring
	University, workplace


[bookmark: _Toc534609859]Conclusion
Skills in a person are the major competencies that make him or her able to be updated with the present race of the workplace. Academic skills are very important for the graduates to be well developed in their ways of activities and I am working on it. Though I have got some skills, I am still trying to achieve more skills and overcoming my lacking in different sectors to be a well performer in Travelodge (Travelodge, 2018).
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