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Business Skills 

Introduction:

In this report I will be analysing and exploring my personal academic progression. This will be identified with a SWOT analysis and demonstrated and explored in my Personal development plan. For example how I will advance on my current skills and improve on my weaknesses. Time scales of how this will be done, will be outlined through short, mid and long term goals, as well as explaining how this can benefit my career.
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Personal Development Plan

Definition: personal development planning (PDP) is a process to encourage and plan for either personal development, academic and work development.
	Development goals
	How they ill be improved
	Long/mid/short term
	Evaluation

	IT skills
	· Watch online tutorials
· Read IT tutorials online and in books
	

Short-term goal
	I will be able to navigate around programmes like Microsoft office and utilise more features. 

	Creative skills
	· Do more brainstorming
· Get involved in creative writing
	Mid-term goal
	Come up with innovating ideas in hospitality

	Knowledge and leadership skills
	· Read academic books
· Complete university course
· Improve teamwork skills
	Long-term goal
	Show others that I can be an inspiration
Be able to lead and organise a group of people

	Numerical skills
	· Engage in maths puzzles
· Schedule study time 
	Long- term goal
	I will be able to perform calculations more quickly and encorporate mathematics into my career role.
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Report

In this report I have analysed and explored my personal academic progression. I will outline my strengths and limitations and how these can be improved. The term strengths refers to a skill set that works to an individual advantage. A limitation is a weakness of a skill that needs improvement. (Collins 2019)
My strengths include: good communication skills, for example I am able to speak multiple languages and have good written and verbal communication skills.
I also possess good creative skills. I have an interest in agriculture and often grow my own plants and vegetables. This creative mindset will help me in the hospitality sector as its easy for me to come up with new and innovative ideas which will benefit my career and help me to make improvements within my chosen career role as a hotel manager.
I also have some weaknesses as English is not my first language, I find it difficult to work in groups. For example I may struggle to explain myself and get my point across. I can improve on this by talking to more people with similar interests in the hospitality sector. This will enable me to become more confident communicating with people on a more professional level. This will be an advantage as a hotel manager.
As well as this I have a short attention span meaning it is difficult to focus on a task for a long period of time. This can be improved by being more organised. For example making plans and time scales for myself to complete tasks.
Another weakness is that I am unfamiliar with a lot of legislation and laws. I will improve on this by researching and reading up on the laws and policies such as; Health and safety act (2015). 
Finally I am not as computer literate as I would like. For example I struggle to use Microsoft programmes such as excel and word. This an be improved by using the computer more often and becoming familiar with these programmes, this may include attending IT tutorials and researching them online. This will advance my skills set and allow me to be versatile and efficient within my chosen sector.
An opportunity to improve on my communication skills would be to engage more in phone conversations as well as face to face. This will be useful within the hospitality sector as being a good communicator bodes well for the position of a hotel manager. It is a necessary skill to progress within the catering and hospitality field. As well as communicating, my numeracy skills can also be improved. This could be achieved by attending workshops, completing mathematical tests online and researching more useful methods that can be applied.This will allow me the opportunity to become efficient with my chosen career goal as I will be able to complete documentation much quicker and recognise any mistakes or errors in good time to avoid any important discrepancies.
Furthermore, my creativity skills can be improved by learning more skills that are creative other than those I already have. Studying skills such as creative writing and human resources can help me to progress to management. This will improve techniques such as leadership skills within the workplace and also marketing strategies within this sector. Last, my knowledge on legislation can be maximised by keeping up to date and current with laws and policies that relate to the hospitality sector. This can be enhanced by following the news: through television, radio or newspaper as well as utilising resources such as documents and policies that are available online.This will keep me current on what standards are expected within the workplace.

A possible threat would be poor teamwork skills, this is a weakness that I find difficult. Working within a group is necessary to my chosen profession as well as my progression on this course. This needs to be improved on in order for me to progress into the hospitality sector. Not being able to work well within a team may effect my opportunities in a leadership role. It can delay my progression as well as impact on my communication skills. It also may effect my confidence if not improved.
In addition to this it will set me back in becoming a leader as I need to be able to organise an communicate the roles expected of those within the team. People who struggle with teamwork tend to take part in group team-building activities and make an effort to become more confident in public speaking.
Another threat is lack of knowledge in terms of legislation, laws and policies within the hospitality sector. I am not yet at an adequate level of knowledge within this workforce to become a hotel manager.this may cause me to make mistakes or be misinformed about information. This is detrimental to my progression as I need to increase my knowledge base to achieve my career. This can be improved by undertaking education or re-education. Allowing me to gain the skill-set for this profession. In addition to this others tend to educate themselves academically and then go on to gain experience first hand in the sector in order to be properly equipped for the job role.

In my PDP (personal development plan) I have outlined what my short-term and long term goals are and how I will show my progression. I am able to improve on some of my skills in order to encourage my progression.I will improve on my creative skills by using tools such as brain storms, mind maps and creative writing. This is my short-term goal and I aim to complete this within the next six months. This will help me to birth new ideas in hospitality. Once I have improved these skills I can use them in my career to create more customer list using innovating marketing techniques. 
In addition to this, another short- term goal is that my IT skills need to be improved. I will do this by watching online tutorials and reading tutorials in books. I aim to complete this goal within the next six months and this will help my progression on my business skills course and develop my knowledge further. Within the hospitality sector, good IT skills will help me with technical tasks such as invoicing, electronic bookings and taking payments.
My knowledge can also be improved by reading academic books, journals and completing my business skills course. I am able to confide in my tutor for extra support in my progression. This is my mid-term goal and I aim to achieve this in the next twelve months and afterwards I will be able to obtain a role as a hotel manager.In addition to this I will be able to improve my knowledge in legislation regarding hotel management by reading and researching existing and new laws and policies. My goal is know all the laws and procedures regarding hospitality and hotel management, and to be able to recall them at any time. This is my long-term goal that I aim to achieve within the next two years.

I intend to use my personal development skills to find employment. I am a good communicator with creative skills. I am an ambitious person with may perspectives and I can get more contracts and a good position in the hotel hospitality. Also I am a very creative person, therefore I can come up with new marketing ideas to bring in more custom within the hotel sector.
[bookmark: _GoBack]
To conclude, I currently have good communication skills,creative and numerical skills that I can utilise to help me progress through this business skills course to ultimately become a hotel manager. The academic skills that I already possess are mathematical and literacy skills. Other educational requirements that I still need is a hotel management certificate. I will work towards achieving this over the next twelve months. After this there are further academic opportunities to be able to work within larger hospitality companies or five star hotels, by completing a degree course in hospitality. This would broaden the roles in which I could undertake in the hospitality sector if I was to consider other educational options after studying hotel management. 
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SWOT Analysis

Definition: A structure for identifying the interior and exterior factors that can
have an effect on the practicality of a project, place or person.
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