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[bookmark: _Toc3826586]Introduction
[bookmark: _GoBack]My name is Natalia Nenita and my lifelong learning can be attributed to the following.My parents always taught and motivated me to be punctual and attentive to details,which think has contributed to my self-management and learning skill. I have been curious to puzzles and mathematical problems since my childhood,which I think contributed to my problem solving skill.Attending various community development programs and reading books improved my communication skill.I want  to build a carrer in the tourism and hospitality industry and the development plan here will be prepared to improve,my employability skills in this industry.
According to Grrigs and Scandone, in the UK, 13% of people have the perception that their skills are more than adequate but in reality, they over-estimate their skills, 41% of people have a perception that their skills do not meet the standard whereas they do, and 46% of people can properly estimate how skilled they are. They further added that 60% of adults now lack the transferrable skills that they will require to provide standard performance in business organisations in the future. These findings articulate how important it is for both students and professionals to understand employability. In this assignment, I will assess my own skills, compare my skills with the industry standard to assess my employability, determine my development needs, and finally prepare a personal and professional development plan to develop my employability. I want to build a career in the tourism and hospitality industry and the development plan here will be prepared to improve my employability skills in this industry.
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Without the right set of skills and knowledge employees will never succeed to perform up to the standard that can ensure achievement of business objectives (Pereira et al. 2019). Here, the skills and knowledge that a graduate or job candidate would require to ensure proper performance are discussed.
Commercial Awareness: Commercial awareness is all about having a deep historical, contemporary, and future understanding of how a business or industry used to work, how it works now, and how it aims at working in the future (Oliver, 2015). This also includes knowing what the organisational vision, mission, and objectives are and how the company achieves these. A clear and proper understanding of the elements of commercial awareness serves as the guide to the way an employee should behave and work in an organisation.
Self-Management: This is primarily concerned with how an individual uses academic skills such as analysis and argument, meets deadlines, understands skill requirement for employability, acts ethically, and takes criticism and acts positively to the criticism (Exeter.ac.uk, 2018). According to Gbadmosi et al. (2015), even if employees have excellent technical skills and vast experience without self-management, employee performance will not be consistent. This is why self-management is so important for working effectively. 
Managing own Learning: Managing own learning refers to understanding the skills required for ensuring quality to meet present and future goals of a business unit, developing the skills according to the needs, and applying the skills in different practical situations (Exeter.co.uk, 2018). According to Collet et al. (2015), employees who can manage own learning properly is 45% more productive than those who cannot. Moreover, they can constantly adjust performance according to organisational needs which makes them productive and effective.
Problem Solving: Problem solving skill of a job seeker refers to the ability of understanding the core reasons that caused the problem, thinking from different point of view to identify probable solutions, choosing the best options, applying the solution, and monitoring the effectiveness of the solution to further develop the effectiveness of the applied solution in the future (Chang and Tse, 2015). The probability of success of a business to reach its goals is directly connected with the ability of the employees to solve business problems as businesses compete in the market by solving various internal and external problems (Rao, 2014). 
Communication: In simple terms, communication skill is the ability of an individual to effectively convey and receive information from others (Jackson, 2014). In broad terms, this refers to the ability to present, receive, and understand information properly, listening attentively without interfering the other communicators, using proper language in different situations and activities such as conducting an interview, writing a report, or preparing a presentation, and above all, conveying and receiving information in such a manner that prevents distortion of information (Junod Perron et al. 2015). Communication is the key driving force in a business organisation. The effectiveness of all the functions of different functional departments and managers and employees depend on effective communication.
Working with others: Simply put, the skill of working with others refers to the ability to work in collaboration with others in a business unit in order to achieve a common goal (Salas and Rosen, 2013). This is very important to work effectively as this enables one to plan collaboratively with others, understand own and others’ roles and responsibilities, adapt to different situations, learn from others, and help others gain knowledge and expertise. By obtaining these skills, one can strengthen interpersonal relationships with others while learning from others and helping others learn.
Negotiation and Persuasion: This skill is all about being able to understand own goals, working towards the goals, and reaching the goals while understanding what others want and reaching a mutual agreement that satisfies the need of others. In business organisations, this is important in many levels, for example, to approve a plan one needs to persuade the manager or to close a business deal one has to negotiate and persuade the other party to reach a point of mutual benefit. An employee of a business unit will continuously face such situations and to work effectively, it is imperative that using his/her negotiation and persuasion skill, he/she attains the pre-determined goals.
Stress Management: Maintaining the usual performance standard even in situations when employees have to work under extreme pressure is known as stress management skill (Levitin, 2014). While working, extreme workload or negative environmental impact often makes it very hard for employees to work properly and to cope with such situations; employees must have stress management skill because failure to do so will result in ineffectiveness and below-average performance.
Data Handling: When an employee is adept in collecting data from a variety of reliable sources and interpreting and presenting the data using critical evaluation to present and support an argument then he/she is deemed as a skilled person in data handling (Rao, 2014). This skill is crucial for work effectiveness as in today’s business context, information is power and only justified information can enable an employee to make the right decision. 
Pro-activeness and self-motivation: Pro-activeness is predicting and completing in advance what needs to be done for the fast achievement of business goals and self-motivation is spontaneously engaging and completing a task without waiting for instruction from others (Oliver, 2015). Successful goal achievement requires that all the resources are used effectively and efficiently and pro-active and self-motivated employees are always concerned with making the best use of the resources available to them. This is more important than ever now in the changing environment of the business world (Moss, 2018). 
These are the core skills that a graduate or job candidate would need to work properly in the business organisations of the UK.
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The following skill audit has been performed by following the skill audit guide provided by Exeter.co.uk (2019).
	1. I have started learning this skill but I need further practice for development
	2. I can do this if I get some help from others

	3. My skill is sufficient and I do not need any help from others to do it
	4. My skill is very sufficient and I can help and direct others to do this

	
	1
	2
	3
	4
	Justification

	 Self-management
· Ability to use different types of academic skills.
· Ability to complete a task before or on schedule.
· Noticing own performance and making an effort to improve the skills.
· Critically analysing own performance to assess employability.
· Demonstrating responsibility when working.
· Responding to negative criticism with a positive attitude.
	· 
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	· By complementing many assignments and reports I have acquired good academic skills such as analysing information and presenting justified evaluation based on the analysis.
· I have always met deadlines to submit academic papers and assignments and completed the projects I have been involved within time.
· I continuously assess my performance and make an effort to improve to assess my employability.
· In some occasions, I make decisions on impulse and I need help from others to improve this skill.
· I cannot take negative criticism with a positive attitude 100% of the time.

	Managing Learning
· Being responsible and making the right decision for skill development.
· Formulating practical learning goals based on industry standard and prioritising the goals properly.
· Formulating a set of effective action plans to improve skills and making adjustments after critical evaluation.
· Making the learning practical by applying the skills.
· Using reflection to understand the learning process properly.
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· I assess my skill development needs carefully and make decisions to improve my skills based on practical applicability.
· My learning goals are aligned with what I want to achieve in my career.
· My actions plans are goal oriented and I make continuous adjustments based on the developments I made.
· I always look for opportunities to apply my learning but I need further help to make this more effective.
· I find it difficult to apply my learning immediately after learning them.
· I am learning how to reflect on my own learning and I need further help to make this more accurate.

	Problem Solving
· Understanding the factors that caused a problem and evaluating the problem from a different point of view.
· Formulating a set of solutions that can be applied to solve a problem.
· Choosing the best solution to eradicate the problem.
· Applying the solution and measuring the effectiveness to set a future course of action.
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· I try to understand a problem by using lateral thinking and I look for previous literature to get a deeper understanding.
· Using previous literature and practical evidence along with the present requirement to solve the problem, I am able to formulate different strategies.
· Once the strategies are prepared, I use assessment criteria to measure and predict the outcome of each strategy.
· I apply the best solution in a systematic way and measure the qualitative and quantitative outcome by applying different measurement metrics.

	Communication
· Skill as a speaker 
· Skill as a listener.
· Applying academic writing skills and a variety of writing techniques in business writing.
· Using visual illustrators and techniques to make a presentation attractive.
· Communicating properly with different types of people.
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· I am a good speaker but I need help to become a very good public speaker.
· I always pay attention to other speakers and show my attentiveness by asking questions and providing feedback.
· To make a standard presentation by using a graph, chart, and other visual illustration techniques I need help.
· I have read many books and articles on human psychology which has enabled me to use the right communication strategy to communicate with different types of people. 

	Working with Others
· Making a plan with others.
· Respecting diverse opinion.
· Working with others to attain a common goal.
· Helping others to learn.

· Observing teamwork and suggesting ways to improve.
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· I prefer to use own experience and knowledge to make a plan.
· However, I respect diverse opinions as this gives a broader ground to understand a problem.
· I like to work in a team to achieve a common goal as effective team members facilitate the achievement of a task.
· I try to share knowledge as doing so strengthens my learning and I am competent in doing that.
· I find it hard to keep track of progress made by team members when the team roles are diverse and complex.

	Data Handling
· Collecting information from a variety of sources that are reliable.
· Using a variety of analysis tool to interpret the collected data.
· Presenting a logical argument providing evidence to support the argument.
· Providing only the information that is necessary.
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· I prefer using a variety of sources to get a broad understanding of the issue I need to solve.
· I can use different analytical tools to interpret and analyse data but need the help of others to do complex analysis.
· I have provided a logical argument to describe the employability skills in this assignment.
· However, sometimes, to provide a broad view of a subject, I overuse data. 




There are other employability skills that are not included in the skill audit guide provided by Exeter.co.uk (2019) but many of them are crucial for ensuring employability. To evaluate those skills, I have prepared a SWOT analysis of my skills. 
	Strengths
	Weaknesses

	· I have commercial awareness in the tourism and hospitality industry and I always keep myself updated on the trends and developments and other issues that are important for my employability in this industry.

	· My skill as a negotiator is not completely satisfactory compared to the industry standard.

	Opportunities
	Threats

	· I am very pro-active and I think this skill will help me build a career as a tour operation manager to design tour packages that go along with the contemporary trends.
	· In the tourism and hospitality industry, employees must have the ability to work under stress (Adeyinka-Ojo, 2018). I have a lack of this skill and this is a threat to my employability.
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I want to build a career in the tourism and hospitality industry. So, I have assessed my employability skills against the professional standard of this industry. 
	Skills I Possess
	Professional Standard
	Evaluation

	Self-management
	According to Wan, Wong, and Kong (2014), employees of the tourism and hospitality industry should
· Be organised 
· Have time management skill 
· Be responsible 
· Demonstrate accountability
	My employability is good in this category as I am competent in self-management but development is still required.

	Managing Learning
	According to Wan, Wong, and Kong (2014), tourism employees in the UK should
· Learn in such ways that have contemporary and future applicability.
· Be able to set SMART learning objectives.
· Be able to use the skills learned in practical situations.
	I am competent in managing learning and my skills meet the professional standard but there are areas that need more focus.

	Working with Others
	According to Wan and Tsai  (2014), job seekers in the tourism sector must
· Be able to work in collaboration with others to facilitate communication
· Share knowledge with others.
· Possess the mentality to build a learning culture.
	I possess most of the team-working skills when compared to the industry standard which makes my employability acceptable but there are other aspects of this skill that require more development effort.

	Communication
	 According to Wang and Tsai (2014), tourism job seekers should 
· Be able to speak and listen effectively.
· Use communication to strengthen the interpersonal relationship.
· Use various communication strategies to serve a different type of customers.
	My communication skill is not satisfactory compared to industry standard. I need to put more effort to improve my employability.

	Problem Solving
	According to Chang and Tse (2015), tourism employees should 
· Be able to understand  business problems
· Use innovation to solve the problems
· Use lateral thinking when breaking down a problem.
	I can break down a problem by using lateral thinking which makes me competent for a job in the tourism industry.

	Data Handling
	According to Collet et al. (2015), to work effectively is the tourism and hospitality industry, one must be able to
· Select the right data source.
· Use different analysis tool.
· Apply logical reasoning to present data.
	My data analysis skill is not satisfactory compared to industry standard and it requires more attention. This makes my employability in tourism industry unfit.

	Commercial Awareness
	According to Oliver (2015), tourism employees should 
· Knowledge of recent and future trends and developments.
· Understand how the industry works.

	I keep myself updated with information related to the tourism industry. I think this adds to my employability.

	Negotiation
	According to Adeyinka-Ojo (2018), to build a successful career in the tourism industry one must
· Be able to attain own goals by facilitating mutual understanding.
· Be able to understand the value of a proposal and make a counter-proposal.
	I am not very good in negotiation which weakens my employability.

	Stress Management
	According to Wakelin-Theron el al. (2018), HR professionals of the tourism industry look for employees with the ability to
· Work under stress.
· Meet deadlines under extreme pressure
	As I am not very good at working under stress, my employability is not satisfactory.

	Pro-activeness
	According to Ali et al. (2018), to ensure a bright career in the tourism industry, one must
· Accomplish a task in advance when possible.
· Do not sit idle for an absence of order or instruction.
	I try to predict and complete tasks in advance. This improves my employability.
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	Skills 
	Areas where I should focus

	Self-management
	· I have to learn to be more responsible by using rational thinking to make a decision based on reasoning.
· I have to develop an attitude to respond to criticism positively and learn to provide constructive feedback. 

	Managing Learning
	· I have to learn how to apply my learning in practical situations.
· I have to develop my self-reflection skill.

	Working with Others
	· I have to learn how to prepare a plan with others.
· I have to learn to observe and keep track of the developments made by team members even if their team roles are very diverse and complex.

	Communication
	· I have to develop my skill as a public speaker.
· I have to learn how to use different illustration techniques to make my communication more attractive.

	Problem Solving
	· My skill as a problem solver is satisfactory but I have to put more emphasis on this as this skill is crucial for working in the tourism industry.

	Data Handling
	· I do not have satisfactory technical knowledge on how to use different analyses tool to analyse information and I need to improve this skill.
· I have to learn how to present information in concise writing.

	Negotiation
	· I have to develop my negotiation skill as I am now unable to negotiate properly.

	Stress Management
	· I find it hard to work under extreme pressure or stress. So, this skill needs development.
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[bookmark: _Toc3826593]Forming my Employment Goals
Problem Solving: I want to be an effective problem solver as Harrington et al. (2014) found that tour operation managers can increase profit margin by 5% if the business problems are solved immediately. I aim to solve a business problem within an appropriate deadline based on the nature of the problem. For example, if a customer complains about bad transportation quality and investigation proves that it is true then I would immediately offer him/her a compensation fee but if the problem is the introduction of new technology in tour operation business and me and my employees have a little or no knowledge on how to use it then I would conduct a specialist on the technology and arrange a 2 month long training session.
Efficiency: The tour operator market is fiercely competitive and to survive in the competition and get a competitive edge one must ensure that the business processes are efficient (Holland and Leslie, 2016). My goal is to get more work done by using fewer resources. For example, to increase the effectiveness and efficiency of digital marketing I would focus more on ensuring content quality and the platform convenience where the ads are posted rather than posting as much ad as possible in different media. 
Building a Learning Culture: A learning culture has an organisation wide effect to motivate employees to provide their best performance (Sigala and Chalkiti, 2015). One of my employment goals are to building and facilitating an organisational culture that emphasises on continuous learning. For example, I will monitor employee behaviour to facilitate a learning culture and declare reward to employees who will demonstrate exceptional performance in facilitating learning.
Change Management: Consumer behaviour in tourism industry never stays the same for a long time and there are many internal and external drivers of change that forces tour operators to initiate a change management program (Seaton and Bennett, 2016). Because of these, I have made it my employment goal to successfully plan and implement a change management program when required. For example, if I observe a negative organisational culture that hinders communication and fast-decision making then I would first clarify the importance of better communication and fast decision-making and create a visualisation of how the change management program would benefit them and the organisation. Then I will arrange seminars and training session for the employees, initiate the change management plan, observe progress, and make adjustments to the plan if required.
Customer Service and Relationship: In tour operation industry customers do not simply buy the package rather they pay the price for the experience they expect (Cohen et al. 2014). I personally believe that by providing exceptional service and creating a good relationship with the customers I can improve customer retention rate and increase sales. So, it is my employment goal to provide exceptional customer service and improve customer relationship. For example, if a family with children aged between 2-5 visits my office to review a family tour plan then I will give the children complementary toys and colourful stickers to play.
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I have evaluated my skill, determined my development needs, and formulated my employment goals. Based on these, I will now prepare my personal and professional development plan to match my employability with the industry standard.

	Skills that need development to match industry standard and meet employment goals
	Actions required to match the skills with industry standard
	Resources I would need to improve my skill
	Start Date
	Target Date
	Proof of Achievement

	Rational decision-making.

Receiving criticism positively
	Studying the theory of reasoned behaviour.

Avoiding emotion when making a judgement and providing feedback to demonstrate the ability to handle customer complaint effectively which will ultimately ensure the ability to improve customer relationship.
	Academic journals and articles that analysed the theory of reasoned behaviour.

Academic journals and articles on how to make a judgement by avoiding emotion.
	12-03-2019
	12-05-2019
	Eradicating the behaviour of impulse decision making and using reasoning in every decision.
Embracing criticism, learning from the criticism, and developing a good relationship with the critique.

	Applying the learning practically.

Critical reflection
	Engaging in challenging situations to test the effectiveness of learning.

Learning how to use academic procedures to reflect on own learning
	Working in a project where the developed skills are required.

Academic materials that demonstrate reflective learning models such as Gibbs’ and Johns’ reflective model, or Driscoll model.
	13-03-2019
	14-03-2019
	Showing the ability to use newly learned skills in practical life.

Critically reflecting on own learning by applying various reflective models provided by experts in personal and professional development and making sure that both positive and negative progress have been analysed properly.

	Collaborative planning

Observation
	Creating a plan by consulting the team members to demonstrate the ability to implement a change management plan properly.

Observing and keeping track of the progress made by each team members.
	Time, resource, and mindset to allow team members in the formulation stage of a plan.

A notepad to take notes of the progress made by team members. 
	15-03-2019
	14-06-2019
	Creating and implementing a business project by ensuring teamwork at every step, specifically in the planning phase.

Successfully keeping track of progress made by each member of the project.

	Public speaking.

Ability to use illustrators to present information.
	Practising speaking in public when trying to be precise, thinking positively, and including humour. Watching analysing previous speeches. Watching and analysing speeches of motivational speakers.

Using graph, chart, and other illustrators in presentations and reports.
	Opportunity to speak in public on an important issue. Academic journals and articles on public speaking. DVD or online access to speeches of motivational speakers.

Data analysis software such as SAS, SPSS, and Minitab.

	16-03-2019
	15-07-2019
	Recording of delivering a successful speech in public.

Creating a visually attractive and informative business or academic report supported by logical argument.



	Solving problems efficiently.


	Using innovative ideas while ensuring efficient use of resources to demonstrate efficiency.
	A business case.

	17-03-2019
	16-04-2019
	Providing an innovative solution to the problems presented in the case by using only own idea and academic literature.

	Technical Knowledge

Presenting information attractively

Concise writing

Using information to make business decisions.

Stress management
	Learning how to use data analysis software. 
Practising concise writing.
Making decisions facilitated by logical argument and collaborative learning to demonstrate the mindset to build a learning culture.

Improving stress management skill by working in a complex business project.

	Data analysis software.
Academic reports, written concisely.
A work or academic environment where people are willing to share knowledge.

A business project.
	18-03-2019
	17-05-2019
	Undertaking and completing a business project by collecting vast data, interpreting the data, using a logical argument to make decisions in the project, and then creating a report on the project using data analysis with justified information and presenting information using different illustrative techniques in concise writing while ensuring that stress does not affect performance.

	Negotiation
	Engaging in a sales task.


	Sales fair or sales job
	01-04-2019
	06-06-2019
	Closing at least 20 sales at the pre-determined price.





[bookmark: _Toc3826595]Conclusion
In the first part of this assignment, I have discussed the skills I will have to possess to ensure my capability to work effectively in a business organisation. In the second part, I have audited my skills to determine my development needs by comparing my skills with the industry standard. By doing so, I have gained an in-depth understanding where excel at and where I will have to focus more. Finally, I have formulated my employment goals and prepared a personal and professional development based on employment goals and development needs. This has positively impacted my skills and improved my employability to work in tourism and hospitality. I will follow this as a guide for future development.
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