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ABSTRACT
In this report I am listing the most relevant employability skills collected from literature and assess myself to required skills I need as Restaurant manager. I am using a skills audit table. In this I am listing evidences from my life for every skill, identifying development needs and actions. Then I analyse my findings. 
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Introduction
In this report I identify skills I need, to be employable as Restaurant Manager because that is my plan. First I assess my present skills then consider skills I have to develop to reach my goal considering employers’viewpoint.
1.Methodology
I researched on general skills needed by employers in these days and those skills which are special to Restaurant Managers. Then I examined my experience to see what I am already good at and what I can do to develop into a good Restaurant Manager. I did this in the form of Personal Skills Audit. 
[bookmark: _Hlk534589851]Skills Audit is a „systematic assessment of skills and knowledge” with „evidence of existing or developing competence” (Open University, nd)
I learnt there are more approaches to presentation of Skills Audit: checklist, tabular and wordcloud. Also you can start with your actions to identify skills or start with skills needed for your goals and then find evidences. I selected the latest because it is better approach having a carrier goal. Also it is more suitable to the assignment task.
The steps to prepare the Skills Audit are shown belov.
[image: ]
In Skills Audit I list my skills in a table, with evidences from my life. Also, ideas how to develop skills further. I selected this format because it is easy to see through and visually good. (University of Southampton,2015)
This Audit can help me to see my strenghts and weaknesses, and to gain self-reflection (The University of Edinburgh, 2017) It can be a good basis for my Personal Development plan, cv, job applications and maybe a motivator. With this I could be clear what skills are important as Restaurant Manager.(University of Southampton 1, nd. ) It helps to and makes me direct my effort systematically at the right place instead of wasting time.(OCR, 2012) 
Also, if I am better prepared, I will have more confidence and motivation so more possible to succeed. As Benjamin Franklin said: „By failing to prepare, you prepare to fail”.
[bookmark: _Hlk534588273]2.Findings: Skills Audit 
[bookmark: _Hlk534583167]2.1 Skill Type: General Employability Skills 
2.1.1 Skill Category: Self-Management
	Skill
	Self Assessment
	How to develop

	Self-Reflection
	· I have a realistic plan: to be a Restaurant Manager. I checked my strengths weaknesses, skills and experience as a cook, and because cooking is my passion
· I could get my job and place at this course because I could speak about my skills and motivation
· I cold make this Skills Audit: reflecting on my situation and thinking about future plans after honestly listed experiences and skills. 
 
	· Making Journal in next term
· Writing CV
· Thinking about skills I gain during this course, 
· Taking tests
· Checking job descriptions on job sites 
· Asking feedback from reliable people,
· Checking my progress

	Confidence and integrity
	· I keep promises so I have many friends.
· Job reviews say I am reliable ,good worker 
· I am always helpful, have hard time to say no 
· I had confidence to move to a new country because I was sure I will do anything to succeed
· I had confidence to start this course

	· Say no sometimes

	Resilience, perseverence
	· I did what it took to find new job after leg problems
· I am hardworking and respected at workplace
	

	Initiative
	· I was able to find this opportunity to learn toward goal 
· I plan to start my own business and read about it 
· I learnt computing on my own initiative 
· My employer praised me for independence and reliablity
· I can study independently proven by this report, 

	

	Goal-setting and self moivation, ready to learn, adjust to changes

	· I have self-motivation and. focused 

· In my house I decided to do tiling and did it after watching videos, 
· I can study while working part-time and deal family comitments 
· I am always ready to try out new recipe  
· Because of problems with leg I had to change for an administrative job and managed it well
· At work I give good performance under pressure

	· Defining SMART goals,

· Personal Development Planning
[bookmark: _Hlk534589978]CMI (nd) 
(Bolda, R.A, 1993)




2.1.2 Skill Category: People-Management

	Skill
	Self Assesment
	How to Develop

	Interpersonal
	· I am calm, friendly, good with connecting others, and making rapport proven by good relationship with workmates, classmates and housemates.
· When I run errands I am polite, communicate clearly and can arrange things fast
· When I lived in a shared house had some conflict but with patience, understanding, listening skills I resolved it. I could persuade and negotiate and manage my emotions so speak things throught
· I am really interested what others say. My aim is win-win. 
· When I was a waiter I dealt well with complaints

	· Attend networking events

	Communication (written/verbal) ,presentation and negotation
	· Gained confidence in oral presentation skills at school in Hungary
· During university interview I performed well and accepted
· I must gain more confidence in English 
· With this course I learnt about communication, sentences and academic writing
· Group presentation helps me gain experience in presentation and English
· I could, prepare this report using lectures and research
· On lectures I improved my English skills 

	· Read Metro every day
· joining to a reading club

	Teamwork
	· As member of football team in hungary I developed team skills
· Collaboration toward mutual goal, was very important as a cook 
· Group presentation task helps me improve in teamwork

	

	Leadership
	· I have vision, motivation, I can plan ,take responsibility and action but I want to do too much by myself 
· I must learn to delegate and say no.
· I can communicate and cooperate well, but I am notgood commander yet  


	· Delegate to family and friends




2.1.3 Skill Category: Task-Management

	Problem-solving, decision making
	· I am solution-oriented, systematic gained as a cook,
· First I understand the problem, do research Then select strategy and, apply it step-by-step
· I used this when writing this report 
· I spend too much time on understanding the problem to be sure that the right problem is solved

	· Learning about Root Cause Analysis

	Time Management
	· I meet deadlines and never late from meetings.
· I focused on urgent and important things first but procrastinate when tired
· I must learn to delegate and say no
· Using diary and to-do-ist to plan tasks 
· I use time when on buses for reading, arranging things and arranging mailbox 
· I switched off phone and facebook while researching to avoid distraction 

	· Using Eisenhower method
· Check emails only twice a day
· Plan to read books on life hacks
· [bookmark: _Hlk534590017]Experimenting with Pareto method: focus on most important 20% (
(Bacchus, E., 2010) (BusinessBalls, nd)


	Planning and Organisation
	· I can break larger task down like with this report 
· I manage emails putting them in folders
· I have a place for study 
· I use folders to organize documents
· When I had exams I made Revision timetable and kept
· I prepared this report and managed with job and family commitments 
· I set up reminders on phone about deadlines
· I set up standing orders for payments
· I can manage money well so, never was in dept,
· At work I can follow protocol

	· Setting up Smart goals





2.1.4 Skill Category: Academic Skills

	Numeracy

	· I gained  good maths skills due to matura 
· I am good with understanding graphs/figures 
· I dealt well with money as a waiter
· I do home budgeting well


	

	Research and thinking Skills
	· I could find relevant information from reliable sources for this report and analysed results.
· I could identify main points oftask and literature 
· I could apply information 
· [bookmark: _GoBack]I could summarize, detail information
· I can think calm but not too fast

	· Try timed tests

	Computer Literacy
	· I gained good keyboard skills during administrative job
· I am good with Word 
· I can use powerpoint for making figures
· Use technology at university

	· Learn about online marketing 

· develop better spreadsheet skills by practising



2.2 Skill Type: Skills for Restaurant Managers

	Business awareness and business skills Financial skill

	· Read business pages in magazines
· could follow procedures as cook

	· Reading about consumer trends 



	Stamina , flexibility and handling pressure
	· Work part-time while studying and family commitments 
· I successfully changed jobs after leg problems
· Handled pressure as a cook in fast environment 
· I commuted 
· I worked 11 hours a day as a cook


	

	Cooking/knowledge of food 
	· Experienced with food preparation and allergies 
	

	Customer service
	· I gave good customer service as a waiter
· I could deal with complaints 

	


Cottrell, S 2013 
careersmart. 
Cottrell, Stella., 2015.
3 [bookmark: _Hlk534588460]Discussion
According to Cottrell (2013, p36) “to be skilled is to be able to perform a learned activity well and at will.” During my life I developed many skills. With Self Audit table I gave a snapshot of my skills called a profile. (Cottrell, Stella 2013) but my aim is to develop a better profile to be employable as restaurant manager. 
First I found hard to arrange the relevant skills because they are related but still separate and I wanted to present them in a system. In Southampton University’s Skills Dictionary there are 4 skill categories: People skills, Self-related skills, Generalist and speacialist skills.(University of Southampton 2 , nd)
Eventually I used APT-S Framework (Cottrell, 2013) to consider my employability with 4 skill categories: Academic, People, Task, Self Management Skills (Cottrell, S. 2015,. p 18). 
I started with Self Management skills because I found that the other 3 categories are based on this(Cottrell, S. 2013).
I found out from a Guardian article that my academic skills which I can gain during this course can be useful as transferable skills but I have to reflect and support them with evidences for employers. Between others self-reflection skill practiced with this audit can be useful because of this. (Bacchus, E., 2010)
As for transferable academic skills I checked out the guide of Southampton University. (University of Southampton, 3 nd)
When collected Restaurant Manager skills I checked job descriptions online and used my own experience too (TargetJobs 1, nd; TargetJobs, 2 nd ) Customer-service and communication skills were listed as very important as well as and leadership skills together with organization, time management, problem solving/decision making skills. Altogether they are related to project management. As for attitude, this role is for patient, calm, understanding, flexible, resilient and reliable persons and this matches my experience. (My Job Search.Com, nd). For knowledge and awareness you must be good with business, finances and maths. Good attention to detail is needed. Of course, cooking skills are important too and knowledge of food preparation and allergies (Indeed, 2018).
Conclusions 
After examining my skills by Skills Audit, I found that I have a good basis for developing into a good Restaurant Manager. Also this assignment task helped me practice self-reflection which is important for job application and for self-awareness. Latest is essential for personal and professional development.
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