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Executive summary 

This report is designed to analyse the researcher’s own personal development that they have come across on their learning journey and how to develop themselves to become the person that they aim to be. It analyses different learning methods such as Vark, SWOT analysis, Smart goals, Johari windows, Honey & Mumford, Kolb learning cycle, Self-Awareness, Personal Development Plan, Go Mad. It explains what each learning method consists of and how they allow you to keep track of your own personal development by looking at how the researcher’s skills and knowledge prospered including methods on how to improve the researcher’s skills further in order to ensure they are working effectively and ready for employment. 

The second part of the report looks at recruitment and selection processes, including how the researcher would go about selecting and recruiting a candidate for a job as an employer. It includes a recruitment process, such as putting together a job description, a personal specification such as application form, C.Vs and interviews. The researcher analyses the different methods included in the recruitment and selection process and how it could be used to select an appropriate candidate for a specific job role.
 
The conclusion summarises what the researcher has learnt about the learning methods mentioned in the report, as well as how it aims to increase personal development. The researcher also learnt how the recruitment and selection process aids in choosing best candidates for a specific job role and the vital methods that determine whether a candidate is successful. The researcher has expressed their understanding of interview stages and what is involved in this process for employers to make decisions about potential candidates. 
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Introduction

Professional career development is important for career success as it makes sure that you are within your capabilities and working towards the same standards as everyone else in the organization. Career development ensures that an individual has refined skills to present customers and other people a professional and high-quality service. Continual development helps you to grow a close bond with your team members as well as becoming more efficient in the work environment, which will help expand your career into new job roles, such as managing or mentoring other people. (Kloosterman, 2014).


My understanding of the knowledge and skills involved in working efficiently and getting ready for employment are the leadership, communication, problem-solving, I.T, time management, flexibility and team-work skills which are useful for this role. 


This report includes how I developed the skills and knowledge mentioned above, that help towards working effectively as well as being ready for employment.


My understanding of the recruitment process is that it is an organisation-specific model designed to find and hire potential employees. The steps that are necessary to recruit for a position are not always the same and can be unique in different organisations. An organisation may use job advertisements and referrals to find potential candidates. The researcher will go through different assessments including job application, CV, cover letter, background checks, references and interviews to find out whether they are suitable or not. (Doyle, 2017).










Findings

Part one 
My development through this learning journey of life has taught me on how to become the person I want to see myself in, and how to build my own career ladder. During my learning journey, I have learnt about SWOT, Smart, Self-Awareness, Personal Development Plan and Go Mad, these methods is a process of improving my knowledge and skills.

SMART Goals
 SMART goals were recognised in November 1981, in ‘Direction Review’. As quoted by George Dorian, Arthur Miller and Henry James Cunningham, “There’s an S.M.A.R.T way to the right direction, destination as well as the object lens”. (Smart Goals, 2017). 

SMART goals involve a set of guidelines to help achieve your desired goals. It stands for specific, measurable, attainable, realistic and time-based. The goal needs to be specific, as you will need to be able to question what you want to accomplish, why it is important or who is involved. It needs to be measurable as you will need to be able to follow the progress you are making and ensuring that you are motivated to reach your goal. To reach this goal, you will need to ensure that it is achievable and be able to answer questions such as how you will accomplish this goal and how it is practical.  It is important that the goal you are trying to achieve it worthwhile and it is important to you whilst being a relevant goal. The last step in achieving this goal is to make sure that you have a set date on when you want to achieve this goal by (Mind Tools, 2018).

My goal is to work as a receptionist in a 5-star hotel, working on the database, taking bookings, including hospitality. 

By working hard and completing my course, getting a degree, that is when I will know that I have achieved it, also by getting myself well prepared for the job role, I want to see myself in.

I have good communication with all kinds of people. I am also a friendly person with a smile, which is most important for my role. 

I always wanted to work as a receptionist as I am very passionate about it, I am open to meeting new people. 

In three years’ time, after I completed my course and reached graduation with a degree, I will then achieve the desired job role and succeed in this career path. 

Go Mad














Go MAD (Gilbert, 2017).

Go MAD new version was created by Andy Gilbert in 2017. This lead to the developing of a results framework and a practical set, that anyone can easily learn and consciously apply to increase their probability of succeed. (Gilbert, 2017).

It is a dream job which I always was passionate about. Be self-independent and have a professional life. I am a strong-willed character, very keen and motivated. 
From past experiences and after graduation, this will help prepare me to be fully equipped with vital skills required for this job.

Working as a receptionist and growing within a company, will expand my socialism and hope to increase my professionalism.
This is what my short-term goal is, to improve leadership, interpersonal, IT and communication skills. 

My long-term goal is to achieve graduation by completing the course and becoming a receptionist in a five-star hotel.

To achieve these goals, it is important on how I would prioritise and follow a plan, such as completing my course, attending lectures, doing research, meeting my deadlines, being flexible and punctual as well as gaining work experience.

At a previous job as an interpreter, I have engaged with new people every day. In a call centre, I worked within a team, taking part in answering telephone calls, assisting customers with general enquiries and dealing with their queries. During a past course, in computing, I have acquired my computing and I.T. skills as well as increased my knowledge of databases. 

I will involve the lecturer to teach and guide me through my studies as well as helping me improve all skills needed for this role. Childcare will also be involved, to support me whilst studying. A career advisor from an organisation will also be involved to find me a work placement so that I am able to gain experience and build on my skills.

Personal responsibilities that I have include staying active, being energetic and being positive. It also includes building on self-confidence and self-esteem as well as respecting others. 

I will keep up with all the hard work and focus on completing my course, getting a degree. After completing my graduation and getting myself prepared for the job role, I will then know that my goal has been achieved and gained success in life. 






Personal SWOT Analysis
STRENGTHS					WEAKNESSES		
OPPORTUNITIES					THREATS		

Around the 1960s, Albert Humphrey, from the Stanford Research Institute created a SWOT Analysis. It is a visual representation of what your strengths and weaknesses are as well as the opportunities you have and the threats you could face, in work or personal life situations. (Lucidchart, 2018).

I am a well-organised person and can prioritise as well as balance my duties. I can communicate well with different people and pay attention to details when we have discussions as a group. I am a very reliable, friendly person, flexible and punctual as well as having self-confidence with a creative mind. I have a positive approach and always stay focused, strong and energetic, very committed to achieving my success. 

My weaknesses are that I spend a lot of time cleaning and keeping things tidy always. Also, I am always attempting to please others, putting everyone else first and not thinking about myself and my desires. I always try too hard to make things perfect which can be very stressful. There is some weakness in my essay writing as well as, my IT skills, where I need to develop and improve on how to write in a good sentence and put in the right paragraph and work on my grammars and punctuation. While doing a presentation in front of the class, if anything goes wrong I lose concentration.

As a new adult learner re-engaging back to education, can be very challenging and finding it difficult to maintain all aspects of life. It is a huge commitment where I will have to spend more time on essays, assignments as well as presentations. At the same time, I will have to balance my duties towards my family, which means I will have very less time to focus more on my studies and complete any homework’s or activities which are given to me in class. These responsibilities lead to stress and frustration and make it difficult for me to keep up with my studies, which means if I do not focus on my learning skills I will not be able to achieve any success or reach my goal in becoming a receptionist.

Fear of failure is becoming the biggest barrier which I am finding it difficult to keep up with my duties and studies at the same time. Lack of family support, although I am trying hard to complete tasks and my assignments throughout the night, by getting less sleep which is preventing my lack of concentration and being myself. I fear that my failure will stop me from reaching my goals. 

The key to overcome my barriers is to identify what is holding me back from reaching my goals, and then take a step to reach my targets. The steps to be taken are, finding time for myself and make a list of plans what is needed to be done. Focusing on my studies and getting feedback from my lecturer, complete all tasks and meet my deadline. Practising more on my presentations by working with my group, such as rehearsing and building my confidence. Ask friends for support when needed, take care of my health by eating and sleeping on time, this will help me in staying energetic and less tiring. Attending IT lessons where I would be learning such as writing skills and gain knowledge on punctuation. Being a well organised and reliable person, I will take full advantage of all the opportunity that comes my way and set a goal to achieve my success. 

Self-Awareness	
Known self	This is things that we know about ourselves, including what others know about us.	Hidden self	This is the things that we are aware of ourselves, however, others do not know about it.
Blind self	This involves things that others know about us that we are not aware of.	Unknown self	This is where we, including others, do not know about us.

Johari window 

In 1955, Joseph Luft and Harry Ingram created the ‘Johari Windows’. This is a simple and helpful tool to help an individual understand and train self-awareness. (Self-awareness, 2013).

If “awareness” is touching visualization admit into the world, “self-awareness” is in relation to focusing your attention on yourself.

This is the capacity where we increase our attention to the way we feel, the physics sensations, responses, habits including our behaviour and thought patterns.

This is where you are conscious regarding these unique factors on yourself if as you were another person staring at you.

We whole hold a self-image about how many we want others to become aware of us. You may consider yourself so punctual, however, you are often late in imitation of appointments (Warley, 2018)

The Unknown Self is the interest up to the expectation I cannot see, others can’t advise such either. In that category so may stay proper yet defective matters as are out regarding the recognition of others or myself. This would possibly speak in accordance with untapped potential skills then talents so much hold yet according to be explored by me, friends, colleagues yet managers. (Warwick, 2017). 

When I will measure my self-conscious, I would be able to see wherever my thoughts and emotions are guiding me. It permits me to require management of my own actions, therefore, I will be able to create the changes to urge the outcomes I need. This could embrace changes in my emotions and behaviours. 

Why self-awareness is important because having a better understanding of me, I can experience myself as unique and separate individuals. Building my strength and identifying areas where I would like to improve.  

How to boost or extend my self-awareness, is by looking at myself objectively, writing down my goals, plans and priorities. Getting feedback from a tutor and getting described my character from a trusted friend.

Knowing my self-awareness will give me more knowledge on where I need to improve and have a good understanding of myself, it will benefit me from communicating with the guests working as a receptionist in a hotel. It will help me build my self-confidence and overcome any issues or problem-solving between myself and the guests.  

KOLB Learning Cycle









The KOLB Learning Cycle was created by David Kolb in 1984. (Kolb, 2017).
 
Learning patterns had been flourished through Honey and Mumford, which was established on the job regarding Kolb, which includes four discipline patterns such as Activist, Theorist, Pragmatist and Reflector. These are the study approaches as persons naturally decide upon or those endorse up to expectation in order in conformity with maximising one's personal non-public lesson each assignment to understand their learning style and seek out possibilities in imitation of analysing using so much style. (Mobbs, 2018).

I would monitor myself being an activist, as I am a very active person with an open mind. I work hard on getting things done very quickly and stay prepared for the next. I like to involve myself with others and working as a team, and having group discussions, enjoy doing all kinds of activities together. Always being creative as I am a creative person, who likes to do things with my hands. Being organised always, keeping things perfect. I enjoy solving problems on puzzles, board games and word search.

VARK is a guide to learning methods, which stands for ‘Visual’, ‘Aural’, ‘Reading/Writing’ and ‘Kinesthetic’, proposed by Fleming and Mills, (1992). These modalities indicate what type of learner you are, and it also reflects your own behaviour. (Narayanan, 2012).

As a visual learner, I learn best whilst my sight is being engaged. This means that my learning techniques include indulging in books and reading, especially those that have pictures or colourful illustrations. I absorb information from diagrams, videos and bright texts. Creating notes and posters in different colours help me to retain and understand the things that I am learning about. (Aromin, 2018).

I am often found sitting in the front of every class, taking in important notes from what the lecturer has written in their presentations and am captivated by bright colours and animations that may be used. I find myself to be very creative and interested in art and painting. I also find that in order to learn a new task, I am keen on watching another people doing the task, watching what they are doing than attempting to do this task. (Aromin, 2018).

My support mechanism includes the lecturers from the university and my classmates. My lecturers gave me the opportunity to gain knowledge and understanding of how to further develop myself, by guiding and giving me feedback on my tasks. My classmates have been very supportive, we help each other in class and via group chat. We work together as a team and make plans to meet so that we can practice together preparing for our presentation, I have also build a great bond between ourselves and we have a good understanding and communication with each other equally. This kind of communication will lead me to my chosen role as a receptionist.
















Personal Development Plan
Development objective	Specific actions	Barriers and how they will be overcome	Support required	How I will know when I have achieved the objective
		1. To improve my presentation skills								                                     		Practice.		Rehearsals.	Lack of time.		Give me a routine.	Opinions/feedback.	Giving presentation with confidence.
		2. IT SKILLS				Attend sessions.	Clinical appointments.		keeping up with tasks.		Lecturer/tutor friends. Collect notes via email/group chat.	Good results. 


To improve my presentation skills, I will need to practise more often and take out time to do rehearsals, by getting feedback from my lecturers and tutor as well as getting friends opinions, this kind of support will be required. Giving my presentation with confidence, I will then know I have achieved the objective.

I need to improve my IT skills by attending every session with my IT tutor, only it becomes difficult for me, as I have clinical appointments only on the days of these IT sessions. Therefore, I will collect notes for every session which are missed by my tutor and friends via email and group chat, this kind of support will help me catch up on the tasks which are missed. This way I will result in a good outcome which then I will know I have gained more knowledge on IT skills.  

After successfully securing a position as a receptionist, I will be able to progress a variety of skills as well as my knowledge and understanding. Communication skills can be increased, as a receptionist interacts with different people on the job, such as customers, colleagues and managers. This skill is used every day and with most tasks, I will be required to communicate information accurately and clearly to ensure the messages are being received by other people as intended. I will be learning verbal communication alongside other types of communication such as maintaining good eye contact and body language. This will allow me to progress my communication skills by engaging in different tasks whilst at the job and help me to adapt this skill so that I can use this skill in different settings I may find myself in.

My customer service skills will be greatly enhanced as my job will require me to work with customers to ensure that they receive the best service. Listening to customers and dealing with any queries they have, on a daily basis, will allow me to understand the needs of customers and improve my knowledge on how to cater to their needs.

Engaging in further training, and keeping up-to-date with policies and procedures, will increase my professionalism whilst at the job and allow me to use this to adapt to different jobs or workplace environments.






















Part 2

Considering the recruitment process, it is vital to include the skills and attributes that are specific to the job’s role, to ensure the employer has the best candidates applying for the role.  Thinking about the selection process, looking at qualifications, employment history and the interview will allow the employer to visually see who best fit for a specific job role and whether they would be able to meet the expectations of the job. The recruitment and selection process will provide the employer with information on whether a potential employee will fit in the work environment and being able to adapt and work well with other employees there. (Johnston, 2018).

The job description that the employer will provide includes the job roles of a hotel receptionist working in a five-star hotel and what will be expected of them. This includes how the individual will be responsible for taking bookings and processing guests check-ins and out, ensuring the manager was kept up-to-date with feedback from guests, providing professional and excellent customer service, answering the telephone and dealing with queries relating to the hotel, cash, cheque and card handling, resolving guests’ complaints or issues and liaising with other departments in order to improve the efficiency of the hotel. (JobHero, 2018)

For this role, the employer will be looking for a candidate who is able to work as part of a team as well as independently, adequate communication, listening and presentation skills, enthusiasm in delivering excellent customer service, being able to offer flexibility and commitment. The employer is also looking for candidates with I.T. skills as well as GCSE English and Maths at grade C or above. (Jobs, 2018).

The employer set some criteria that the organisation is looking for in a potential candidate. When receiving a C.V., the employer will look at an individual’s qualifications, however, an individual’s experience and employment history working in a similar environment will be the focus. The employer will be looking at their customer service skills and their interaction towards guests and staff. A hospitality qualification can enhance an individual’s C.V. as it is evident that this person is dedicated and committed to this line of work. (Caterer, 2018).

As an employer, it will initially start with a telephone assessment, to see how the individual’s communication skills as well as finding out what interested them in working in this specific field of work. The employer can also find out whether they are in current employment, find out why they may be leaving and understand what their intentions are if they are given the job. If this is successful, then the employer will offer the individual an interview in the work environment to continue their recruitment and selection process. (Caterer, 2018).

During the first interview, run by the organisation and someone from Human Resources, who are responsible in recruiting sensible applicants, the employer tends to focus more on behavioural questions to evaluate how an individual would act in certain situations and what their best course of action would be if they find themselves in dilemma in the work environment. The questions asked during this interview will be focused on past employment, how well they performed in their job, as past behaviour indicates future behaviour, which could reveal whether the individual will excel in this job role. (Caterer, 2018).

The first step in the recruitment process that the employer would use is writing a job description and person specification. It will include which role that the employer is looking to recruit for and the type of candidates that will be needed to fill this position. It is important that there is plenty of information and includes the ideal candidate that the employer is searching for, which will prevent from receiving applications and CVs from individuals who are not qualified or are undesirable for the specific role. (Reed, 2017).  
 
The second step in the recruitment process that the employer would use is the tools that will be used to advertise the job role. Job websites such as Monster and Reed can help many people to view the job article and bring in new potential employees to apply for the position. This method is important to getting the word out and about this job role on popular websites or social media, will attract lots of candidates who are suitable for it. (Reed, 2017).
 
The third step in the recruitment process that the employer would take is reviewing CV's and applications received for this job role. This step is vital and will need to allow time to do this as it will help, figure out who are the suitable candidates and who are not qualified or have the necessary skills and experience needed for this job role. This will help the employer in their business, the employer will be able to pick out the best candidates who have the potential to excel in the job role and ensure the business is thriving. (Reed, 2017).
 
The fourth step in the recruitment process that the employer would take is to conduct interviews. This part of the process is crucial as it will give the employer a one-to-one contact with the candidate and asking the right questions will let the employer take away lots of information that will help, to decide whether the candidate is right for the job. Preparing questions for the interview, such as finding out the candidate’s past employment history in a similar environment and finding out what skills they have and how they utilised them in their past jobs will let the employer see whether the candidate is suitable and whether they would be able to meet the demands of the job. (Reed, 2017).
 
The fifth and final step in the recruitment process that the employer would take is checking references for potential employees. This step will allow the employer to see the characteristics and attributes the candidates have demonstrated in their past employment as well as ensuring that what candidates have told the employer in their CV and interview reflect in their references. This will ensure that the employer has the right candidate, who have the skills and attributes, as well as show the organisation their professionalism and how they performed at their last job. (Reed, 2017). 

To prepare an interview, the employer will create a structured plan that will be followed by the interview. This plan will include objectives that the employer will set to follow, such as explaining the job role’s duties and what the organisation is expecting from a potential employee. The employer will liaise with the hiring manager and past colleagues who have worked in this position before and map out the ideal candidate the employer is looking for. Questions will be prepared beforehand to ensure that the employer is getting the right information out of the candidates, such as finding out their strengths and weaknesses and why they want to work for this organisation. The employer will also prepare case studies and situation-based scenarios and find out what skills they would use in a difficult situation. The employer will also use questions to find out how they performed in their past employment and what experiences they had, that demonstrate the skills they have. (Kursmark, 2018).
 










Conclusion

To summarise, the researcher has learnt about various learning methods such as SWOT analysis, that allows them to focus on their own strengths and weaknesses, how to recognise and eliminate threats as well as taking advantage of opportunities that are available. The personal development plan is key when assessing the researcher’s development, as it allowed them to assess and analyse their skills and qualities, thinking about what their aims are in life and setting realistic goals to maximise their potential. The importance of SMART goals is that it allows individuals to set goals that are specific, measurable, attainable, realistic and time-based, and achieve them to the best of their ability. This can increase motivation and dedication to achieving goals that are achievable. Different learning methods all have their advantages and has made the researcher understand the importance of them and how they can be used to improve their own development and in getting them ready for employment. 

After analysing the recruitment and selection process, the researcher has understood the importance of these methods being used to select the best candidate for a specific job role. The methods such as C. Vs and interviews are exceptionally important as the researcher identified that these recruitment methods can help employers to see who has potential and capability of taking up a job role and whether they are competent enough in meeting the demands of the job. 
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Appendices

The VARK Questionnaire
How Do I Learn Best?  Mehek Sayeed 1709656
Choose the answer which best explains your preference and click the box next to it. Please click more than one if a single answer does not match your perception. Leave blank any question that does not apply. (Vark, 2018).
Top of Form
You are planning a vacation for a group. You want some feedback from them about the plan. You would:
phone, text or email them.
use a map to show them the places.
describe some of the highlights they will experience.
give them a copy of the printed itinerary.
You are using a book, CD or website to learn how to take photos with your new digital camera. You would like to have:
many examples of good and poor photos and how to improve them.
diagrams showing the camera and what each part does.
a chance to ask questions and talk about the camera and its features.
clear written instructions with lists and bullet points about what to do.
You have a problem with your heart. You would prefer that the doctor:
used a plastic model to show what was wrong.
showed you a diagram of what was wrong.
described what was wrong.
gave you something to read to explain what was wrong.
A website has a video showing how to make a special graph. There is a person speaking, some lists and words describing what to do and some diagrams. You would learn most from:
watching the actions.
reading the words.
seeing the diagrams.
listening.
Do you prefer a teacher or a presenter who uses:
handouts, books, or readings.
demonstrations, models or practical sessions.
diagrams, charts or graphs.
question and answer, talk, group discussion, or guest speakers.
Other than price, what would most influence your decision to buy a new non-fiction book?
It has real-life stories, experiences and examples.
Quickly reading parts of it.
The way it looks is appealing.
A friend talks about it and recommends it.                                                    
You have finished a competition or test and would like some feedback. You would like to have feedback:
from somebody who talks it through with you.
using a written description of your results.
using examples from what you have done.
using graphs showing what you had achieved.                                              (Vark, 2018).

You are going to choose food at a restaurant or cafe. You would:
choose from the descriptions in the menu.
choose something that you have had there before.
listen to the waiter or ask friends to recommend choices.
look at what others are eating or look at pictures of each dish.
You must make an important speech at a conference or special occasion. You would:
write a few key words and practice saying your speech over and over.
gather many examples and stories to make the talk real and practical.
make diagrams or get graphs to help explain things.
write out your speech and learn from reading it over several times.
You are about to purchase a digital camera or mobile phone. Other than price, what would most influence your decision?
The salesperson telling me about its features.
Reading the details or checking its features online.
Trying or testing it.
It is a modern design and looks good.
A group of tourists wants to learn about the parks or wildlife reserves in your area. You would:                                                                                                                         
give them a book or pamphlets about the parks or wildlife reserves.
take them to a park or wildlife reserve and walk with them.
talk about or arrange a talk for them about parks or wildlife reserves.
show them maps and internet pictures.                                                             (Vark, 2018).

I like websites that have:
interesting written descriptions, lists and explanations.
interesting design and visual features.
things I can click on, shift or try.
audio channels where I can hear music, radio programs or interviews.
You want to learn a new program, skill or game on a computer. You would:
talk with people who know about the program.
use the controls or keyboard.
read the written instructions that came with the program.
follow the diagrams in the book that came with it.
You are helping someone who wants to go to your airport, the centre of town or railway station. You would:
go with her.
tell her the directions.
draw, or show her a map, or give her a map.
write down the directions.
You are going to cook something as a special treat. You would:
use a cookbook where you know there is a good recipe.
ask friends for suggestions.
look on the Internet or in some cookbooks for ideas from the pictures.
cook something you know without the need for instructions.                      (Vark, 2018).
Remember a time when you learned how to do something new. Avoid choosing a physical skill, e.g. riding a bike. You learned best by:
diagrams, maps, and charts - visual clues.
watching a demonstration.
written instructions – e.g. a manual or book.
listening to somebody explaining it and asking questions.

Your VARK Results

Your scores were:
Visual 14
Aural 
Read/Write 1
Kinesthetic 1

You have a very strong visual learning preference. (Vark, 2018).












Learning Styles Questionnaire

Name: Mehek Sayeed_1709656. ____________________________________

Honey and Mumford Questionnaire (Moodle, 2018).

This is an internationally proven tool designed by Peter Honey and Alan Mumford.

If you agree more than you disagree with a statement put a tick on it.
If you disagree more than you agree to put a cross by it.
Be sure to mark each item with either a tick or cross.

☑	I have strong beliefs about what is right and wrong, good and bad.
☑	I often act without considering the possible consequences
☑	I tend to solve problems using a step-by-step approach
☑	I believe that formal procedures and policies restrict people
☑	I have a reputation for saying what I think, simply and directly
☑	I often find that actions based on feelings are as sound as those based on careful thought and analysis
☑	I like the sort of work where I have time for thorough preparation and implementation
☑	I regularly question people about their basic assumptions
☑	What matters most is whether something works in practice
☑	I actively seek out new experiences
☑	When I hear about a new idea or approach I immediately start working out how to apply it in practice
✖	I am keen on self-discipline such as watching my diet, taking regular exercise, sticking to a fixed routine, etc.
☑	I take pride in doing a thorough job
✖	I get on best with logical, analytical people and less well with spontaneous, "irrational"
☑	I take care over the interpretation of data available to me and avoid jumping to conclusions
☑	I like to reach a decision carefully after weighing up many alternatives
☑	I'm attracted more to novel, unusual ideas than to practical ones
☑	I don't like disorganised things and prefer to fit things into a coherent pattern
☑		I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done                                	                    									 								                                                                  
 ✖	In discussions, I like to get straight to the point
 ☑	1 tend to have distant, rather formal relationships with people at work
 ☑	I thrive on the challenge of tackling something new and different
 ☑	I enjoy fun-loving, spontaneous people
 ✖	I pay meticulous attention to detail before coming to a conclusion
 ☑	I pay meticulous attention to detail before coming to a conclusion
 ☑	I find it difficult to produce ideas on impulse
 ☑	I believe in coming to the point immediately
 ✖	I am careful not to jump to conclusions too quickly
 ✖	I prefer as many resources of information as possible - the more data to think 	over the better
 ☑	Flippant people who don't take things seriously enough usually irritate me
 ☑	I listen to other people's points of view before putting my own forward
 ☑	I tend to be open about how I'm feeling
 ☑	In discussions, I enjoy watching the manoeuvrings of the other participants
 ☑	I prefer to respond to events on a spontaneous, flexible basis rather than plan things out 	in advance
 ☑	I tend to be attracted to techniques such as network analysis, flow charts, branching programs, contingency planning, etc.
 ✖	It worries me if I have to rush out a piece of work to meet a tight deadline
 ✖	I tend to judge people's ideas on their practical merits
 ☑	I often get irritated by people who want to rush things
 ☑		It is more important to enjoy the present moment than to think about the past or future
 ☑	I think that decisions based on a thorough analysis of all the information are sounder 	than those based on intuition
 ☑	I tend to be a perfectionist
 ☑	In discussions, I usually produce lots of spontaneous ideas 
 ✖	In meetings, I put forward practical realistic ideas
 ✖	Often, rules are there to be broken
 ✖	I prefer to stand back from a situation
 ☑	I can often see inconsistencies and weaknesses in other people's arguments 
 ☑	On balance I talk more than I listen
 ☑	I can often see better, more practical ways to get things done 
 ✖	I think written reports should be short and to the point
 ✖	I think written reports should be short and to the point.


   ✖	I tend to discuss specific things with people rather than engaging in social discussion
   ☑	I like people who approach things realistically rather than theoretically
   ✖	In discussions, I get impatient with irrelevancies and digressions
   ☑	If I have a report to write I tend to produce lots of drafts before settling on the final version
   ☑	1 am keen to try things out to see if they work in practice
   ☑	I am keen to reach answers via a logical approach
   ☑	I enjoy being the one that talks a lot
   ☑	I like to ponder many alternatives before making up my mind
   ✖	In discussions with people, I often find I am the most dispassionate and objective
   ✖	In discussions, I'm more likely to adopt a "low profile" than to take the lead and do most of the talking
   ☑	I like to be able to relate current actions to a longer term bigger picture
   ☑	 When things go wrong I am happy to shrug it off and "put it down to experience"
   ✖	I tend to reject wild, spontaneous ideas as being impractical
   ☑	It's best to think carefully before taking action
   ☑	 On balance I do the listening rather than the talking
   ✖	 I tend to be tough on people who find it difficult to adopt a logical approach
   ☑	 Most times I believe the end justifies the means
   ✖	70. I don't mind hurting people's feelings so long as the job gets done
   ☑	71. I find the formality of having specific objectives and plans stifling
   ☑	72. I'm usually one of the people who put life into a party
   ☑	73. I do whatever is expedient to get the job done
     ☑	74. I quickly get bored with methodical, detailed work
   ☑ 	75. I am keen on exploring the basic assumptions, principles and theories underpinning things and events. 	
   ☑	76. I'm always interested to find out what people think
   ✖	77. I like meetings to be run on methodical lines, sticking to laid down agenda, etc. 
   ✖	78. I steer clear of subjective or ambiguous topics
   ☑	79.	I enjoy the drama and excitement of a crisis situation 
   ✖	80. People often find me insensitive to their feelings

(Bulloch, 2015).

Score:
2 ✔                   		7 ✔		1 ✔		5 ✔	
4 ✔		13 ✔		3 ✔		9 ✔	
6 ✔		15 ✔		8 ✔		11 ✔	
10 ✔		16 ✔		12	19 ✔	
17 ✔		25 ✔		14	21 ✔	
23 ✔		28	18 ✔		27
	24	29 ✔			20		35
32 ✔		31 ✔		22 ✔		37
34 ✔		33	26 ✔		44
38 ✔		36 ✔		30 ✔		49
40 ✔		39	42 ✔		50		    
43	41 ✔		47 ✔		53			
45	46 ✔		51	54 ✔			
48 ✔		52 ✔		57 ✔		56 ✔	
58 ✔		55 ✔		61 ✔		59
64 ✔		60	63	65
71 ✔		62 ✔		68 ✔		69 ✔	
72 ✔		66	75 ✔		70
74 ✔		67 ✔		77	73 ✔	
79 ✔		76 ✔		78	80

TOTALS:     
       17	         15	           	            13      	               9        
   Activist 	    Reflector 	        Theorist 	          Pragmatist
(Bulloch, 2015).


                                                                                                                                        (Moodle, 2018).






                           
                                             





                       Job Description and Person Specification
                                              Receptionist 

Position: Receptionist Department                  Reception Reporting to Reception Manager 
Salary: £15 500 p/a Contract:              Permanent Hours per week: 40 per week 5 out of 7. 
Overall Objective: 
To ensure that all customer needs are met and that their expectations are exceeded 

Job Description: 

Main objectives:
To work within a team to deliver the day to day operational needs of the Hotel Reception.
To meet and exceed guest expectations through consistent delivery of service levels in line with brand requirements.
To be the main point of contact for Guests dealing efficiently with any requests, enquiries and any complaints.
 
Summary of duties:
To welcome (check-in) all arriving guests to the required minimum standard.
To bid farewell (check out) all departing guests to the required minimum standard.
To maximising revenue through Front Desk sales programmes.
To handle all telephone calls, including external and internal for in-house guests, enquiries and other departments.
To carry out calls to VIP’s staying in the hotel to check on guest satisfaction.
To record and report maintenance and security issues, raised by guests or employees and follow up where appropriate.
To record and process lost property and follow up where appropriate.
To make lunch and dinner reservations in the hotel restaurants for in-house guests and non-residence.
To recording and process guest laundry leaving and returning to the hotel.
To conduct general administrative duties using Microsoft office, internet explorer and the hotel property management system.
To provide change for the hotel food and beverage outlets, as required. 
         
Person Specification:

Essential:
Have the ability to work as part of a team and on own initiative.
Have excellent personal presentation, verbal communication and listening skills.
Have a passion for delivering exceptional customer service with a ‘can do’ attitude.
Be flexible, motivated and committed.
I.T. skills.
GCSE English or Maths Grade C or above (or equivalent).

Desirable:

Previous hotel reception experience.
Experience in a customer service environment.
Previous experience of cash handling.


Reference:  HO163
Closing date: 2nd April 

                                                                                                                                               (Jobs, 2018)
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