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[bookmark: _Toc37453171][bookmark: _Toc37446318]Introduction
Career planning is one of the most crucial aspects any person requires dealing with. For any professional, it is essential to be well-aware of own abilities and shortcomings. This would allow any person to develop appropriate plans for continuous development which would allow them to adapt with changing employment requirements. In this particular report, a detailed analysis of my own academic and professional abilities have been tried to be presented. This provided me the opportunity to reflect on my credibility as a professional and identify my areas of improvement (Belwalet al., 2017). This assignment also provides a description regarding my understanding of the chosen field in which I am intending to develop my career in future. 
[bookmark: _Toc37453172]Analysis of own skills
In order to have a successful professional career, it is absolutely essential to be aware of own levels of skills, as well as, the lack of it. This enables any individual to be able to identify own abilities as well as gaps more effectively. Thus, in order to be able to reach the set goals on a personal level, own skill analysis is crucial. 
In order to be able to attain better self-awareness and engage in practices which would enable better learning abilities and consistent growth and development, analyzing own skill is essential (Abas and Imam, 2016). This would provide me with better scope of developing my hiring skills which, in turn, would also increase my overall efficiency in a better way. Thus, effective skill analysis tools have been selected by me.
[bookmark: _Toc37453173]Personal SWOT analysis
Having awareness of individual strengths and weakness is largely regarded as one of the key requirements for personal developments. With the help of personal SWOT analysis, one may reflect on not only strengths and weaknesses, but also evaluate the opportunities as well as potential threats (Jackson and Oliver, 2018). Being engaged in role of a sales assistant, there are different dimensions and specific hard and soft skills required to be undertaken by me. Therefore, given below is my personal SWOT analysis, on the basis of which my skills gap can be identified and strategies can be drafted to enhance my abilities further. 
Strengths: My interactive skills on verbal as well as non-verbal levels are my biggest strengths. Being a sales assistant, these skills come in handy for me. I can negotiate in an effective and convincing manner. Moreover, I am also competitive in a healthy way, and try delivering my best.
Weaknesses: Lack of confidence is potentially my biggest hindrance. Even though I have proper communication skills and abilities to take multiple responsibilities, I often find doubting myself. In addition to this, another major weakness is my lack of ability to multitask. I find it difficult to juggle with different specific activities at the same time, which is one of my biggest issues. 
Opportunities: Engaging in more social interaction is necessary for me. This would allow me to work on my level of confidence. With positive motivation from different team members, I may be able to hone my skills better. Moreover, I may also attend different seminars and engage in self-learning practices. 
Threats: My internal struggles can pose as a threat for me. In addition to this, the transient nature of my field of function is also a major threat. It may happen that the employability requirements in sales may change drastically and I may feel challenged to adapt with these changes. 
[bookmark: _Toc37453174]Personal Development Plan
On the basis of the above mentioned discussion and SWOT analysis I have developed a personal development plan (PDP). This tool is effective in ensuring that proper goals for betterment of own skills are set and a measured and strategic approach is taken to achieve those (Rabineret al., 2016).
	[bookmark: _Hlk38970804]What are my goals?
	What resources do I need?
	What would be the time duration?
	How to measure my skills?

	Increasing confidence
	Internet facilities, More interactive platforms, social media pages,
Software applications, peer group


	6 months
	I would be able to interact with more effectiveness; my sales pitch would be more successful 

	Ability to multitask
	Focus increasing activities, applications to sort different tasks, meditation applications 

	4 months
	I would be  able to successfully juggle with different works and responsibilities successfully

	Decision making 
	Self-learning books and materials, guide and mentor,

	6 months 
	I would be able to see positive outcomes of the decisions made by me 













[bookmark: _Toc37453175][bookmark: _Hlk38969292]Understanding of the work field
I think certain academic and employability skills are necessary to work in a catering agency. It is necessary to state that academic skills lays the foundation of professional skills. Critical thinking, ability to read/write, academic integrity, theoretical understanding of relevant literature are some of the skills necessary to ensure academic skills. Employability skills refer to problem solving ability, resource management, organisation skills, written communication, adaptability, oral communication, technology use and so on. I believe that critical thinking helps to develop the problem-solving skills as it encourages to consider positive and negative sides of a matter. While working in a catering agency proper understanding of job requirement, roles and responsibilities is crucial. I think communication plays an important role in agency. A major reason is, a catering agency provides restaurants, bars, hotels with qualified chefs, candidates ideal to work in catering field. A candidate needs to have the ability to work in collaboration with others. It helps to communicate and conduct work activities accordingly (skills and careers, 2020). In the catering agency work field, fluency in written, oral, non-verbal communication is crucial. It helps to interact, acquire, process information. This in turn help individuals to understand and implement information accordingly. I would like to state that all types of communications are necessary to work in a catering agency. Verbal communication helps to communicate with chefs, manager, other team members, customers. It helps in offering instruction and guidance to others.
In the particular work field resource management. For instance, it helps to manage and keep track of resources that include financial, human resource and other aspects. Written communication is required in various cases, to make and send reports, to form official email, to publish organisation manual and so on. In catering industry, certain factors are needed to be taken into consideration. It is worth stating that an agency need to consider cooking, food safety, customer safety, leadership, creativity and flexibility, financial planning, business management, marketing, attention to detail and so on. Food preparation and service are the core objectives of catering. Hence, a catering agency would look for chefs, cooks who excels in cooking. It would enable a catering agency to recruit and offer quality chefs to concerned clients (Catering & Hospitality Recruitment Agencies | Agency Central, 2020). Taking into account customer service is important for a catering agency as it enables the agency to understand customer needs and demands. Accordingly, it enables an agency to furnish companies with skilled and talented catering staffs. A catering agency understands the importance of customer services, work flexibility. For the purpose an agency investigates customer needs and requirements. It enables an agency to recruit and look for candidates who would be flexible to work as per work pressure and criteria. Working in a catering agency has helped me to understand that leadership is required. It helps in guiding and working with team members. Good leadership helps to deal with internal conflicts and problems. It helps in task delegation to employees (Catering Recruitment Agencies - Alliance Recruitment Agencies, 2020). Managing team staffs is crucial that include chefs, cleaners, servers. It is essential to ensure that employees have knowledge of customer serving, place setting, schedules, food safety. I have realised that food safety plays an important role in the catering industry(Catering manager job profile | Prospects.ac.uk, 2020). Considering the fact that good food is crucial to attract customers, I have acknowledged its importance.
Working in a catering industry has made me realise that good understanding of business management is important. Along with cooking, a catering service needs to ensure that it experience profit. For the purpose, factors such as pricing, accounting, employee management, food cost, budget and food preparation costs needs attention. Herein lays the importance of management knowledge. However, it requires communication with staffs, clients, suppliers and so on. I strongly believe that management, communication skills are crucial in the field of catering.
[bookmark: _Toc37446319][bookmark: _Toc37453176]Reflection on academic progress
As, days are passing by I have collected a lot of experience in my professional life. Being a catering agent, I have developed a skill of solving problems (Alotaibi, et al., 2016). Problem solving is one of a crucial aspect in the companies. While gathering experience, I have been able to identify the required facts and figures, explaining the challenges, solving difficult issues, respectively. Apart from the profession of catering agent, the module has helped me to gain academic skill to a significant extent. I have acquired the knowledge of conducting critical and analytical assessment of self which in turn has helped me to develop insight about myself. I have the ability to perform self-reflection. I believe the academic skill will be helpful to focus on drawbacks and improve it in an effective manner (Bouška et al., 2016). 
The module has helped me to learn to develop action plan. It has enabled me to focus on skills and shortcomings which I need to focus. With the help of the action I possess the scope to select certain methods and approaches to learn and acquire the skills within a set period. It has helped me to understand ways to evaluate self-progression. It has helped me to improve self-development skills. I believe it will help me research and consider measures to help me to fulfil my goals. It will0 help me to improve my confidence, decision making ability along with the skill of multitasking within systematic time frame. With the evolving time, I have grown an interest towards learning the skills which are essential to my profession. Before, I had never been open-minded. But now, the scenario has changed, and I am now willing to learn new things which are happening around me. However, I have noticed that this is the nature which most of the employers look for in an employee. Such a feature has helped me to perform my tasks in an efficient manner (Kezunovic et al., 2016). 
With the help of time management tools about which I have gained knowledge from the module, I believe it will be beneficial for me. Managing the time has helped me to complete the defined work within a particular time period. Meeting the deadlines has become a record and this has fetched me to be in the good books of an employer. 
[bookmark: _Toc37446320][bookmark: _Toc37453177]Conclusion
Conclusively, I would like to conclude that the vitality of academic and employability skills have been focussed on. Further, the report has given an analysis of my own skills through the tools of SWOT Analysis, Time Management tool and Personal Development Plan respectively. SWOT is a kind of tool which has helped me in figuring out the aspects of strengths, weakness, opportunities and threats respectively. Along with the SWOT, time management tool has been stressed which gave me an idea about how to manage the time in a correct way. In doing so, I have always made sure that the work gets completed within the defined deadline. Secondly, an understanding of my profession has been elaborated. It basically describes the functionalities of Catering agencies. 
Thirdly, I have expressed my views on the change in my professional area. However, the change has been positive in nature. I have got to learn few more things which I did not had in earlier times. 
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