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INTRODUCTION

[bookmark: _Hlk14183183]This portfolio includes in detail, my personal journey in my education and hospitality career. I will be starting with explanation of how and why I am in the present situation and why hospitality became the choice of my career path. Thereafter, I will  self-evaluate the skills which I am possessing and by using the SWOT analysis I will state my strengths, weaknesses, threats to which I might be exposed and opportunities that can possibly arise while working on desired goals.  
I will be deciding on the action plan that can be taken in order, to achieve the stated goals. This will include attachment of my personal curriculum vitae (CV). 
Therefore, I will be writing about self-motivation and learning styles that suits my preferences. Finally, I will review my understanding and expectations towards further employment. 


Life Journey 
My name is Diana Czanasz. I was born on the 1st of October 1990 in Poland and lived there till my early twenties. 
My education began when I was six years old, at that time parents assigned me to kinder garden.  Later I joined primary school and afterwards by age of sixteen I began my high school education and completed it by gaining two certificates: gastronomy and nutritionist. After high school finished, I was not sure what will be my next step. My choices were very narrow due to financial issues of my parents. I could not afford to join university as it would require moving to another city. However, there was one school in my city that had in offer range of different courses. The one that interested me the most was massage course, so I decided to apply for it. Before starting of the course, with the small financial help I started online clothing business. It went well. Massage course started in September 2012. It supposed to take two years and after the completion the future work practice would be required in order, to gain the permit to work as massage practitioner. 
It seemed that I had a vision for future, but due to the new opportunity, which was the temporary job, I decided to quit the course after only three months of attendance. It was not an easy decision for me, as my course barely started, and the workplace was based in London. However, I had to make my mind very fast as I only had one week to give the answer and to move the countries. Obviously, my parents were involved in decision making. I think that they understood my choice, I was quite mature at the time I had my savings and they saw that I am not very happy with my current situation. I encouraged my parents to let me work abroad, by ensuring them that it is safe and that job itself will not be difficult as I will be looking after two polish kids, so there will be no need of speaking foreign language.
After one week of considerations and deep conversations with my family members, finally on the 6th of December 2012, I left Poland and head to London City. I must admit that it felt weird and wrong being far from family and living with the people which I barely knew. However, I managed to work as au pair (babysitter) for over one year.

While working as babysitter I had opportunity to meet with other parents. They were mostly native speakers. We often talked about work and those conversations made me realise that I was underpaid, knowing that other employers offer better compensation, I started to search for new employment. As soon as I successfully passed the job interview for Mc Donald company, I decided to quit the role of nanny. 
My family was shocked hearing that I will stay in United Kingdom instead of returning to Poland. However, they were very supportive and what was more important, they believed in me. 
I have been working for Mc Donald’s company as front of house employee for the period of one year from 2013 to 2014. Thereafter, when my English language has improved I was searching for new employment got hired by Swan at the Shakespeare’s Globe, where I started to work as front of house staff for the caff and kept this position for the period of 6 months, due to temporary agreement.  
In October 2014 I was offered to move from the caff to events department and started there as a banqueting waitress. I accepted this offer as I believed that new challenge would motivate me to develop new skills and enrich my Curriculum Vitae. After only three months of working for the events department I get promoted to team leader position. 
It is hard to describe how it felt to be recognised, everything seemed to happen very fast when it came to new career opportunity. I felt appreciated and recognised. I worked even harder, constantly proving myself that I can do better, I was noticed by my line managers but also by managers of other departments it felt enormously good to be seen by others as reliable and trustful. 
I made all efforts to make my managers happy, by taking over additional tasks and staying over time when required. This hard work paid off, as in May 2015 I became events supervisor. It was so far the biggest achievement for me, and I made my parents proud which I consider as best reward for the hard work. I stayed on that position for over 2 years, my responsibility was to assist manager, ensuring that service is delivered up to highest standards. This work experience tough me how to lead the team towards providing best customer experience, upselling and improving company revenue by using time efficiently.  
However, after two years of working as supervisor, the management has changed and lately I was feeling unappreciated and overloaded with new tasks which were not belonging to my duties under previous management. There was no future job opportunity for me neither the pay-raise was offered. This lack of further motivation caused me to resign from the job. 
After resignation it did not took long till I find new workplace. I joined the online agency called Syft and worked as freelancer accepting multiple roles such as: waitress, bartender, barista and team leader. By working for Syft I had opportunity to work in five different event venues, two hotels and over ten restaurants of different cousin. It was a great experience, seeing how the management varies in different workplaces taught me a lot. I have been offered to work for majority of places attended while working for agency. One of those places was the St Ermin’s Hotel in with I am currently working as team leader. 
By joining the St Ermin’s Hotel I gained more free time as I signed the “zero” hours contract (GOV.UK, 2019), by having spare time I could think about my future action plan and make some steps towards it. I was happy with my employability but after time I realised that I miss the education. I made research about possible courses, and I have noticed that University of East London provides the event and tourism degree program that interests me. I attended the appointment with the career advisor in the University of East London. Unfortunately, my certificates from the courses which I completed in Poland were not valid as entry requirement. According to instructions given by the consultant I had to take the GCSE’s of English and maths.
I quickly founded the institution that provided those courses for free, and moreover it was near my house, so it was very convenient. As per entry exam results, I had to start the courses at level 1, I managed to complete the maths at level 2 and English at level 1 due to institution closure.   
It was nearly end of the summer, and I realised that I do not have enough time to gain all the entry levels for the University of East London. However, I did not give up. With the support of my work colleague who helped me to apply for student finance I begun the higher education course at University of Wales Trinity Saint David’s, in London Campus. 
I am extremely happy that people like myself without having entry levels have this chance to join such course. I am thankful for this opportunity. 
Employability Readiness
In today workforce, heaving a degree will not be enough to differentiate myself from other talented candidates. Therefore, I must take appropriate actions actively deciding on my further career path. 
Employability readiness is the ability to:
· research the job market
· recognise the skills sets required by employers
· recognise the skill gaps that must be improved in order, to fit the chosen industry
· preparation for interview and recruitment process 
· ability to hold on to same workplace and make steps to further progress 

I already know what are my career aspirations therefore after meeting entry goals stated below in this portfolio, I will actively search for suitable available vacancy and I will make sure that I will be the right candidate for applied position. I am aware of fact that apart, of the skills which I will mention, that I am in possession, employers are looking for the “best fit” (Criteria, 2019) , person that will suit the organisational standards and trends. But it works both sides as no person would remain in work placement if work environment is not suitable for them or make them unhappy. So, it is very important to apply only for those companies that we believe can suit our expectations and where we can adapt easily. 



Career Aspiration and Goals
After all years of work experience within hospitality, I came to conclusion that my desire is to work with people. It was very enjoyable to provide quality service to customers and seeing them happy, when overseeing the events as a supervisor or working as head waitress in the hotel. However, throughout the years I noticed that hospitality is not the only activity which brings me joy. I was always into sports and I started to train at the gym, now days training plays crucial part in my life. As much as I enjoy to, work in hospitality I am enjoying sport. Therefore, I would like to find myself working either in a role of events management or as personal fitness trainer. 
Knowing my career aspirations. I must think of the goals that would help me to choose my way and get to the point where I want to be in the future. There are two different types of goals: short and long term. In order, to achieve it is better to state realistic, reasonable and achievable goals. By doing it that way, there is a better chance of succeeding. Reaching the goals motivates and persuade people to accomplish more (Mind Tools, 2019).

My goals by the type:
· Education – continue education, gain diploma in management and leadership, enrol to fitness trainer course 
· Career – work as event manager or personal fitness trainer, volunteer as teacher in Asian countries  
· Physical – run the marathon, maintain athletic healthy body
· Pleasure – Travel around South America, take my family for the trip outside Poland 
· Financial – apply for student finance to cover next year of the university, save up money for the fitness trainer course
· Political – apply for United Kingdom settlement status






My goals measured by the time scale:
· 5 - year goal – managing the events or working as fitness trainer, travel around south America 
· 2 - year goal – gain diploma in management and leadership, began work practice on leading position or as the gym instructor, volunteer as teacher in Asian country, maintain athletic healthy body 
· 1 - year goal – apply for fitness trainer course, run marathon, take my family for trip outside Poland 
· 6 months goal – save up for the fitness trainer course
· 2 months goal – enrol continue education at university
· 1 - month goal – take driving classes, attend dentist appointment, visit family in Poland
· 1 - week goal – Apply for student finance and United Kingdom settlement status  
· Today’s goal – complete and submit my assignment 

Deciding on setting of goals is very important because it helps in prioritising important activities that will bring me closer towards achievement of career aspirations. Having my goals displayed, will make it easier for me to begin the action plan (Mind Tools, 2019). 


Personal Action Plan

Figure 1. Personal Action Plan
	
Current Skills

	
Communication
	
Hard worker
	  
    Leadership
	
Ambitious 


	
Skills that need improvement
	
Active listening
	
Assertiveness
	
Preparing
	
Health and Fitness – theoretical level

	

My goals 
	
My goal is to apply theories reviewed during studying program into my conversations at workplace. Improvement of listening skill would allow me to better understand customers and avoid unnecessary conflicts.
	
I would like to become more confident. Very often I am putting other people needs in front of my own ending up with unfinished tasks and being blame for it. 
	
From my previous experience on the supervisor role I realised that I luck preparation. I would like to make sure that in the future when I will have this opportunity to overseeing events, I will be more organised and know everything prior to event. 
	
I am strongly motivated and very active when it comes to sports. However, I don’t have much of theoretical knowledge about the fitness. My become certified fitness trainer, this would allow me to become self-employed or to work in the gym training others. 

	

Resources 
	
Any social activity can enable me to practice active listening.
I can start by having conversations with my Family and friends and ask if they see any improvement.
	
I must observe people and learn how to say “no” when its necessary or when I simply do not feel like doing others job.

	
Even if I am not on the management position, I still have possibility to learn by observation and shadowing. 
	
By attending the gym on a daily basis, I am exposed to professionals who train there. By watching what they are doing I can learn the techniques and by reading the books at home and watching videos I can learn more about anatomy of human body and about the correct way of exercising in order to prepare myself for the course. 

	

My action plan
	By continuous practice, I will improve my listening ability. I will observe people which I will be talking with and see from their body language if they feel comfortable when talking to me while I am listening, I will stop myself from interrupting others and patiently wait until they finish the sentence paying strong attention to what they say. Hopefully everyday practice will allow me to see improvement. 
	Being people pleaser can be, seen as positive attitude, however it can become problematic. 
I must prioritise my responsibilities above others and first put focus on my tasks and jobs and if I am still full of energy give helpful hand to my colleagues. 
I want to be on time with my tasks and stop using the fact that I was helping to others as an excuse (Tartakovsky, 2018).
	I will take notice of how my manager preparing himself for everyday banquets and what actions is he taking in order, to keep himself updated and not miss any information that can be crucial. I must take notes of how others are preparing and compare it to what were my strategies in the past. As Benjamin Franklin said: “by failing to prepare, you are preparing to fail”. (Goodreads, 2019).
	I will start to save money for the course, as the one I looked into, costs nearly 3 thousand pounds. In the meantime, I will do more researches so I might find cheaper one but equally good and recognised. When ill be having enough money, I will than sign up for that course and work my way towards becoming certified trainer. I will apply the knowledge from course at the local gym while training and search for vacancies in order, to gain work experience. 



Ref. (Hodges, 2011)

Personal Strengths and Areas for Future Development 
Figure 2. Personal Skills Analysis
By analysing the skills with I possess, I can have better understanding of how those skills can be used in my personal development and future career. 

	What skills do I have?
	How did I get those skills?
	What can I do with those skills?

	Verbal and Written Communication
	I learned how to communicate professionally while I was working as it was vital within my work environment, and by joining university I developed this skill and learned how to communicate effectively. 
	I believe that both verbal and written communication will play crucial role in my career. As future manager or assistant manager I must assure that I will be able to deliver messages clearly so that my co-workers can understand my ideas and perceptions and employees have the clear vision of the task given. 

	Teamworking
	I have been working in a team with people in my previous and current job. Other than that, I worked on the power point presentation in a team with my class- mates at the university and helped to my flatmate on the training program at the fitness club. Those experiences build up my ability to work with others.
	Teamworking skill gave me confidence when it comes to expressing my thoughts and ideas but also it enabled me to open-up for other people points of views and learn from others different ways of work. When working in hospitality it is essential to be a good team player. 

	Analysing and investigating
	I am still working on improving this skill through writing reports and essays as part of the university degree
	I will be using this particular skill when potentially I will be facing problems with difficult customers and employees, by analysing the past experiences and finding new and better solutions to the issues. 

	Initiative/self-motivation
	While being employed and completing university assignments, by determining of everyday training.
	This skill will help me with my career progression, and it will enable me to identify new opportunities. 

	Time management
	I learned how to manage the time efficiently by finding balance between working, studying and training at the gym. 
	Completion of required tasks ahead of time rather than doing the things “last minute”, prioritising the work in the efficient way. 

	Numeracy 
	GCSE’s maths course and tasks at previous workplace. 
	Be able to quickly and accurately multiply & divide numbers. Calculate percentages, also read and interpret graphs and tables. This skill will be useful while making the payroll, purchasing events items and doing the cash up.

	Decision making
	Work in progress. Currently taking charge and making decisions regarding university, work, personal life and career. 
	Help me make rational and correct decisions in personal and working life. 

	Leadership
	Previous work experience as a supervisor and team leader.
	Help me to direct team members and motivate people





Figure 2. Personal SWOT Analysis

[bookmark: _Hlk16161966]The above diagram highlights the key factors in all aspects of my personal SWOT analysis. (Edraw, 2019)


Strengths:
Work experience – by working over six years within hospitality industry I learned how to act responsible, work in teams and how to lead the people in efficient and professional manner. I gained new skills in between: leadership, decision making, creating the work schedule for the staff, monitories the daily revenue, creating the invoices, writing daily reports and handovers. 
Team working – by working in hospitality I had opportunity to work in the teams with up to fifteen people, this taught me how to brainstorm the ideas in order to solve the problems at workplace (MindTools, 2019). Being part of the team taught me that each person possesses different skills and strengths. Therefore, every member plays different role within the team (Belbin, 2019).
Communication – being able to communicate in the effective way is crucial when working in the hospitality industry. While attending the courses provided by my employer, I learned how to deal with difficult clients using communication skills such as active listening, body language and speech itself (PracticeIgnition, 2019). I also used those communication skills while working with other employees on everyday basis. 
[bookmark: _GoBack]Multitasking – ability to shift the attention between tasks is currently strongly required by employers. I consider myself as multitasked because I have ability to focus my mind without being distracted, I gained this ability while working in banqueting department as we were often short of staff, and at the times I had to switch between different roles during short period of time. I used to create the employee work schedule managing their job responsibilities at same time (The Balance Careers, 2019).   
Reliable – being reliable and trustworthy is very important. In my previous employment I have been told that I am example to others. Very often I took over extra tasks making sure that they were completed on time. I believe that one of the values that brought me to supervisor role was being trustworthy (Gravelle, 2014).

Weaknesses: 
Sensitive – I think of myself as sensitive, because I often show my emotions, for example when I was in charge of the wedding and seen that bride was crying my eyes also became tearing from happiness. I don’t like to show those emotions at work, and I am hoping that it is possible to improve it and become resistant to expression of the happiness by crying. 
People pleaser – sometimes I am forgetting about my own problems dealing with the ones of others, taking over someone else’s shifts even though I am tired of working extra hours could affect my wellbeing.
Stubborn – it is very difficult to change my point of view if I disagree with somebody, and hard to encourage me to do the things in a different way than I tend to do.
Being too honest – I remember of the situation where I did not think twice before saying something that could potentially offend the feelings of my co-worker, when criticising the way he or she works. 
Relationships – they are my weakness as mostly they are the reason of me being distracted from coursework, I find it very difficult to give up on the friends and family meetings over studying. 
Threats: 
Other students/ competitors – other students or candidates for the employment are seen as threats because they might be more experienced or acknowledged than myself and therefore it would lower my chances of becoming employed if such person would apply for the same position. 
Health – currently I have no health issues, however because as humans we cannot predict the future and if this would ever be the case I would definitely loose the lack of focus on my work and study. I hope that nothing like that will happen. 
Finance – lack of income would be a threat as taking in consideration the costs of educations in this country, without the financial support I would not be able to complete the studies.
High expectations – high expectations could affect my perception of the company and cause me to change the place of work.   
Opportunities:
Further education – enrolling to the next year of degree plan would enable me to acknowledge more information about the management, this would also be one step closer to achieving the diploma. 
Degree diploma – if I continue the education and make all the efforts needed in order to complete the education it would result in achieving the diploma, this would become the physical evidence of my abilities and prove how responsible I am. Diploma would open more doors for my future career, giving me better choice of employment and would bring the pride to myself and my family.
Career development – progressing in my current workplace onto higher position or complete changing of the career within company that I am working for would bring me satisfaction and would motivate me to better performance. New career opportunity within fitness field. 
Future employment – possibility to work on recognised position within the industry, chance to become the manager of chosen organisation or opening my own business in the future. 

Conclusion
Within my portfolio of evidence, I have stated my personal plan of career development. I am Aware of the journey that I must take in order, to achieve my career objectives. I have included my personal SWOT analysis and critically analysed my personal skills. 
This portfolio is very important to me as it outlines the achievements which I strive for and by keeping continuous track of my performance I will assure of maintaining personal development. 
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Strenghts
- Workexperience
- Teamplayer
- Communication
- Multitasking
- Flexible
- Reliable


Threats:
- Other students/Competitors
- High expectations
- Health
- Finance









Oportunities:
- Further education
- Degree Dyploma
- New employement
- Career developement


Weaknesses:
- Sensitive
- People pleaser
- Independent
- Being too honest
- Relationships 
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