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Professional career development depends on the self-managed learning & continuous professional learning. A professional development is possible fully when a personal and professional development go hand in hand. Along with the preliminary employment strategies the process of professional career development starts with thoughtful career exploration, self-assessment, planning & follow-through. To be an effective restaurant manager, continuous professional career development is must. This will be possible through knowing current condition of skills & competencies. This will be done through doing skill audit and personal SWOT analysis. Before doing that there would be explanation regarding the skills and knowledge required to become an effective manager in the restaurant industry. After that the skill audit and SWOT analysis would be applied on my current skills to identify strengths and weaknesses. The main goal here to identify the opportunities & initiatives that will to develop and improve the needed skills. Finally, an action plan would be provided to achieve the desired goals and fill in the improvement areas. In this report, there will be a discussion regarding skill & knowledge of a restaurant manager, skill audit, SWOT analysis and action plan to improve the development areas of various knowledge, competencies and skills. 
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[bookmark: _Toc523180892]1. Understand the skills and knowledge needed for working effectively. 
Skills needed for a restaurant manager 
I want to be an effective restaurant manager. To work as a restaurant manager effectively, ranges of skills and knowledge is needed along with the HND in business studies & hospitality management. Experience in catering, restaurant & customer service is also essential. Key skills required to work effectively as a restaurant manager are communication & interpersonal skills, excellent customer service skills, numeracy & problem-solving skills, commercial awareness, flexibility, organisational & teamwork skills. The requirements regarding these skills are explained below.
1. Be a business minded with commercial awareness: From decision making to implement the plan of the management, this skill is required as a restaurant manager in every step. A hotel manager needs to be a business minded and commercially aware to manage the finances of the restaurant. To ensure effective dealing and negotiation of the price with the suppliers, this skills is also required (Be-a.co.uk, 2018). As the restaurant manager cater the business this skill helps him to make a restaurant a success. The experience customers get and the services they are given become positive enough and gave customers a certain level of satisfaction when a restaurant manager conducts the functions of the restaurant according to the commercial awareness and business mind (Mymajors.com, 2018). To be effective, this skill helps a restaurant manager to identify the lacking in the services and find areas of customer service that would benefit from improvement.
2. Strong communication skills: Under this skill, interpersonal, problem solving, communication and listening, are included. These skills are really necessary while performing the line of work as a restaurant manager. Strong communication skills are required while doing multi-task, delegating tasks to the teams, and ensuring the smooth operations of the restaurant (Mymajors.com, 2018). Being a great listener would be a fundamental need to increase the efficiency of tasks as a manager because it is required to be able to acknowledge problems, increase the problem-solving capabilities and help teams solving problems quickly (Be-a.co.uk, 2018). Interpersonal skills also help a restaurant manager to understand the customer’s problems, build a strong network and manage people effectively.
3. Organisational skills: This is one of the basic skills needed to work effectively as a restaurant manager. This skill of a restaurant managers’ job role helps a manager to organise a restaurant and make it as functional as possible. The organisation concludes the organisation of tasks, people and the appearance of the restaurant. Under this skill, a restaurant manager makes enough front of house staff available in the restaurant to meet, greet, & be exceptional with guests continually through their professional restaurant etiquette (Mymajors.com, 2018). To organise a restaurant effectively, a manager needs to recruit suitable candidates at times to select the best people available and recruit people that help to organise the functions required to cater to the guests. To manage the effective flow of the kitchen, the selection of right staff in different shift according to the needs of the expected number guests is also the requirement of organisation skill. For example, cutting the number of staff on shift on weekdays for increasing staff numbers on a busy schedule (Be-a.co.uk, 2018). Finally, event planning & marketing of the restaurant is the final work under this skill to encourage guests to the restaurant effectively and keep the growth & financial health of the restaurant good.
4. Assertiveness without aggressiveness (leading teams): Instead of developing the skills of leading teams, acquiring the skills of using own knowledge in leading teams and displaying assertiveness is the key requirement of being an effective restaurant manager. Through staying calm, solving the problem and moving on, this skill can be achieved (Mymajors.com, 2018). Through further training, this skill of leadership can be achieved. Here, differentiating the difference between giving instructions and giving orders while leading a team is the key skill. To be an effective restaurant manager, respecting all the staffs, being assertive and leaving the aggressiveness are the necessary requirements (Wortham et al., 2010). Remaining calm under pressure and avoiding the lack of professionalism during stress are the fundamental needs under this skill as a manager. The management becomes effective when the frustration of “someone has not done the given task” is controlled. Balancing the line between being assertive & being aggressive, using right words and leaving the bossy type with catering & kitchen staffs while delegating tasks are the key requirements that need to be followed as an effective restaurant manager.
5. Numeracy Skills: Being good with numbers is the must-have skills for being a good restaurant manager. As a restaurant manager is responsible for the figures, food ordering, the staff numbers, machinery repairs, management of overheads and ordering of food etc., he has to be efficient is numeracy skill. Under this skill, the manager needs to be skilled in spreadsheet software (Microsoft Excel) to handle the liability of every bit of expenditure (Be-a.co.uk, 2018). For example, keeping financial records for restaurants calls and managing the costs through effective numeracy skills are the fundamental need of this skill.
6. Ability to act tactfully & with diplomacy: The contribution of a restaurant manager becomes effective when he deals with difficult customers tactfully with diplomacy. Considering the customer as always right, the critical situations are handled by the manager tactfully under this skill (Mymajors.com, 2018). To make the payment of the customers worthy and meet the expectations, a restaurant manager must have the skill to handle the guests tactfully and diplomatically after a dissatisfied service. Through rectifying things a manager can do this and handle the customer complaints (Be-a.co.uk, 2018). Under this skill, an effective restaurant manager has to listen to the customer complaint first, mind the Ps and Qs by expressing the concern for the guests, address them as Sir and Madam, ask them about the problem, listen to their concerns and act responsibly by offering a suitable solution of a complaint. Finally, an apology and handling the situation through some complimentary voucher or gifts can be the way of a tactful and diplomatic solution to a problem. 
These skills help a manager to run a restaurant, handle customer, lead the team, organise things, and communicate with everyone around him effectively thorough successful and exceptional management (Andrew, 2010). (Khashaki, 2008). 
Knowledge
To work effectively as a restaurant manager I have to acquire or improve the following knowledge.
Customer Service and marketing: To manage the activities the functions of the restaurant, a manager must have the knowledge regarding principles and processes for providing customer and personal services such as evaluation of customer satisfaction, customer needs assessment, and meeting quality standards for services (Wortham et al., n.d.). This knowledge includes marketing strategy and sales techniques regarding attracting customers, developing key accounts, promoting products & services of the restaurant.
Administration & Management: This is the basic knowledge of a restaurant manager. The knowledge under this element are principles regarding human resource modelling, production method, production allocation, strategic planning, resource allocation, leadership technique and coordination of people and resources (Wortham et al., n.d.). From the management of the suppliers to the management of customers, everything lie under this knowledge.
Production & processing – This concludes knowledge regarding costs, raw materials, quality control & production processes to maximize the effectiveness and efficiency in food production and distribution (Be-a.co.uk, 2018). Although most of the responsibilities regarding production & processing lie on the chef & food manager, the restaurant manager has to work with them to plan, implement and manage costs and fulfill the sales targets.
Personnel & Human Resources – This is the key knowledge required for a restaurant manager under which he has to maintain proper principles & procedures for recruiting, selecting, training, maintaining staff relations. This Knowledge also concludes knowledge of training designs & methods, measurement of the effectiveness of the training and teaching for staffs and teams (Wortham et al., n.d.). For example, a holistic knowledge is required to manage a chef of the restaurant. From identifying the responsibilities, experience and qualifications of the chefs to recruit the right chef, arrange training and evaluate performances, all need to be done by the manager.
Public Safety & Security –  To manage health and security of the customers & staff, a needs to have the knowledge of relevant equipment, policies & procedures and national security operations to protect property, people & their data. He must have to know about laws, legal codes & government regulations related to the restaurant industry. This is must have knowledge for a restaurant manager (Be-a.co.uk, 2018). As workplace safety and safety & health of the customers lie on the restaurant manager, he has to know these things in details while performing his duties. 
Psychology: A restaurant manager has to have this knowledge to influence people like customers and employees. Here, a manager has to know about personality, and interests, human behavior and performance, individual differences in ability, psychological research methods, and learning & motivation (Mymajors.com, 2018). Through understanding psychology a restaurant manager can bring high performance from the staffs, satisfy customers and increase sales.
Telecommunications: In this era of technology, the role of manager is getting more technology oriented (Mymajors.com, 2018). Thus, he needs to know about switching, transmission, broadcasting, database management, control & operation of telecommunications systems.
[bookmark: _Toc523180893]2. Demonstrate readiness for employability and personal advancement through an understanding of personal strengths and areas for further development. 
Through the skill audit and SWOT analysis, my strengths and areas for improvements as a restaurant manager are identified below. 
	SKILLS
	Standards
	Level of skill (Low     to              High)
	Conditions of own skills & competencies 

	Time management 
	Leading people to complete programs on time, balance the work-life, able to complete the task within the given time and giving weekly and monthly reports timely to the upper management (Andrew Grant, 2010).
	1      2      3      4      5
	Apart from balancing work-life, I am very good at time management. I have completed most of the projects in the restaurant on time during my duty. Through doing works based on importance and time schedule, I have been able to manage time for my official tasks and regular chores efficiently.

	Numeracy and analytical skill 
	Strong analytical ability in working with figures and numbers related to food ordering, machinery repairs, management of overheads and financial records. Ability to take a good decision by understanding situations and communicate with people rationally (Hartley, 2009) 
	1      2      3    4      5
	My skills with numbers and figures through spreadsheet software is elementary. Rational thinking while communicating and making decisions is not good. I lack the good combination of analytical and numeric ability required to understand situations for taking good decisions.

	Communication skills
	Communicating information to the customers & staffs effectively, having a sound listening skills, ability to negotiate with the key accounts efficiently, good interpersonal communication in motivating staffs, handling complaints of the customers, developing networks and communicating with the senior management (Hartley, 2009).
	1      2      3      4   5   
	Although I have strong communication capabilities in public speaking, communicating clearly with the employees, I have key lacking in interpersonal communication. I have failed several times to develop networks with key accounts and negotiate with the suppliers. I also need improvement in skills regarding influencing and motivating people.

	Management and organisational skills
	Managing and organising the appearance, tasks, people, and guests of the restaurant continually through their professional restaurant etiquette to make it as functional as possible. Effective coordination of staffs to manage events & daily customers. Participative management skills in directing staffs to the customer satisfaction (Toyne, 2004). 

	1      2      3      4      5
	I am very good at participative management skill. I have been able to manage people successfully during few events of the restaurant I work. Although I know these principles of management, I am very weak in motivating people and managing them in real time during my duty. My organisational skill is very weak. I failed to integrate resources, tasks and people of my restaurant many times due to my faults in organisational skill. 

	Knowledge and competencies
	Standards
	Skill level 
	Conditions of own knowledge & competencies

	Being  accountable & responsible in the work
	Showing full dedication at work, helping staffs during their works, performing all the responsibilities properly and within the given time (Andrew, 2010). Ensuring accountability while working the results and taking the liability for the failures (Kruckeberg, Amann and Green, 2011)  
	1      2      3      4      5
	I find it hard to comply with all the responsibilities and be accountable enough for my activities. Although I am responsible enough, too many workloads in HR management, leadership & event management create challenges for me for becoming equally responsible and accountable.

	Customer service and marketing 
	Meeting quality standards for services and evaluating customer satisfaction & customer needs assessment. The marketing strategy & sales techniques require attracting and developing customers & accounts and promoting the restaurant (Varshney and Dutta, 2016).
	1      2      3      4      5
	I have depth knowledge regarding the works related to customer satisfaction. Last Christmas, I have been able to attract the highest number of customers to my restaurant. However, I require depth experience in developing key accounts and assessment of customer’s needs & satisfaction.

	Being tactful, diplomatic and adaptable to handling customer
	Maintaining professional norms, offering apology and gifts in service failures and making decisions regarding customers based on the situation. Being a quick learner and diplomatic while efficient implementing strategies in different environments & situations (Wortham et al., 2010) 
	1      2      3      4      5
	Lack of experience is the reason for this competency. I adapt quickly to the situation but I need more experience for becoming diplomatic and tactful while dealing with problem customers and service failures. 



SWOT Analysis:
Based on the analysis of my knowledge, competencies & skills in the skill audit, my SWOT analysis is presented below.
	Strengths
	Weaknesses

	· Efficient in public speaking  and communication with employees 
· Excellent time management skills. 
· High competency in customer service and marketing.   
	· Lacking in numeracy and analytical skills. 
· Inability in taking quick and good decisions in crucial situations. 
· Inefficiency in interpersonal communication skills. 
· Ineffectiveness in being responsible and accountable at the same time. 
· Lack of experience in handling customers tactfully and diplomatically. 

	Opportunities
	Threats

	· Improvement in interpersonal communication, analytical & business intelligence can help me to promote to the managerial position in the restaurant.
· Increasing experience in management & organisational skills and tactful handling of situation can make me an effective manager. 
	· Strong competition from the colleagues. 
· Inexperience in customer service, numeric and management skills are creating threats for career growth as a manager. 
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Evaluation of the learnings about myself from personal skills audit and SWOT analysis
Based on the research I have learned about lots of skills and knowledge a restaurant should have to be effective. I have also identified a few standards required for a restaurant manager. After that, I have matched my current conditions in those skills with the standards. During this comparison, I have identified lots of weaknesses and problems in my skills, knowledge and competencies. Among the four skills, one skill (time management) has a positive condition and the other three (organisational & management, numeracy & analytical and communication skills) have lots of weaknesses. It has identified that I know the basic of these skills due to my few experience as a manager. The problem lies in the real time actions and advanced level implementation of these skills. That’s why lots of weaknesses came out. The improvement areas lie in the advanced level of these skills
On the other hand, knowledge regarding customer service and marketing is depth but the condition of other competencies (being tactful & diplomatic and responsible & accountable) is not good. I have identified that I have to develop my interpersonal, leadership, adaptation, numeric, business management & organisational skills to be an effective restaurant manager. Due to the skill audit, I have come to know that I cannot take quick & efficient decisions, have lacked is building a network through interpersonal communication, need improvements in business management & organisation. Although lots of knowledge is required to be an effective manager, I have identified these three competencies and knowledge as the most important. These competencies need advance level improvements. As I have less experience as a manager, the lackings in these knowledge and competencies came out.
The skill audit and SWOT analysis found out that I have given less importance in most of the skills and knowledge required to be an effective restaurant manager. That’s why my knowledge of the identified skills and knowledge is low compared to the standards. That’s the SWOT analysis portray that I have more weaknesses than strengths. Thus, there are lots of improvement areas in me to be an effective manager of my current restaurant. Too many improvement areas have increased my threats such as high competition and lack of career growth but I can create lots of opportunities by converting the weaknesses into strengths. As I have identified lots of opportunities through SWOT, I can reach the opportunities (higher position as a restaurant manager) by correcting my improvement areas. The analysis of skill audit and SWOT brought that the readiness of my development as a manager need much improvement. The areas of improvement are an organisation, adaptation, interpersonal communication, management, leadership, tactical & diplomatic decision making and numeric & analytical skills.
[bookmark: _Toc523180894][bookmark: _Toc486811208]3. Establish employment goals and develop a personal action plan.
The SMART employment goals are given below.
1. To develop advance level numeric and analytical intelligence skills within one year.
2. Learning participative management skills and develop advanced level organisational skills within six months.
3. Improving effective interpersonal communication skills within six months.
4. Learning to handle pressure situations and problem customers through improving the adaptation skill and tactical & diplomatic competency within six months.
5. Improving the competency of being accountable and responsible to the moderate level within one year.
The analysis of my skills and knowledge has found five improvement areas. To maintain improvement in these areas, I have to use the resources to battle the obstacles and reach the success criteria. As numeric & analytical skills and competency of being responsible & accountable are complex skill and competency, they would need one year to be improved. The employment goals and personal action plan based on the improvement areas are given below. 
	No.
	Employment goals
	Resources & support 
	Obstacles 
	Success criteria
	Actions
	Time

	1.
	Improving the numeric and analytical  intelligence skills
	A personal computer, Guidance from the superiors, extensive training, articles, online materials & books on spreadsheet & analytical thinking (Varshney and Dutta, 2016).
	Inability to learn quickly, work pressure, time limitation, lack of imaginary power & conceptualisation needed for analytical & numeric skill and high costs if of training 
	Ability to take good decision by assessing the situation & numbers,  assess & develop plan on employees, machine and overall program of the restaurant and achieve goals through analytical thinking (Bolton, 2011)
	I will first take tests on spreadsheet and rational thinking to understand my condition. Then I will learn different techniques and tricks of analytical thinking & numeric skills through workshops. Regular practice would be done on logical-mathematical thinking, spreadsheet, linguistic, and Bodily-kinesthetic (Glass, 2000). 
	1st Sep 2018 to 31st Aug 2019

(Review time- 28th Feb 2019). 

	2.
	Developing effective management and organisational skills 
	Key networks, senior management, books on management & organisation skill, support from the staffs & tutorials (Timothy, 2013).
	Lack of time due to professional life, work pressure and lack of confidence regarding influencing people
	Able to manage the staffs, tasks, and guests of the restaurant successfully to make it functional, coordinate staffs efficiently to run events and achieve sales target
	I will first talk with the superiors regarding my condition. Then I will read books and watch tutorials to improve my skills. Apart from this, I would practice the skill regularly and attending seminars related to the skills and take expert guidance (Bolton, 2011)
	1st Sep 2018 to 28th Feb 2019

(Review time- 30th Nov 2018)

	3.

	Developing effective interpersonal communication skills
	Support of the colleagues, training from the industry leaders, and books & tutorials on interpersonal communication (Khashaki, 2008). 
	Hesitation to talk & manage people effectively, lack of time for practice and shortage of people to practice 
	Able to influence and motivate people, develop key  networks, handle problem customers successfully and be effective as a manager (Glass, 2000) 
	Firstly, I would take training on developing interpersonal communication. Then, I would read books and practice them with the customers. I would try to be an expert on this skill through communicating with the people in the workplace and taking guidance regarding my improvement from the experts.
	1st Sep 2018 to 28th Feb 2019

(Review time- 30th Nov 2018)

	4.
	Improving the adaptation skill and tactical & diplomatic competency 
	Guidance from the seniors, training & workshops and support of the colleagues (Varshney and Dutta, 2016). 
	Lack of confidence in pressure situation, nervousness while handling problem customers, lack of support from the colleagues and work pressure.
	Ability to handle problem customers & service failures in the restaurant quickly, adapt to the new situation properly & take effective decisions during critical & crucial times.
	I would start working with the experts on these skills first. After that, I would place myself in new & crucial situations to learn adaptation, and apply diplomacy. I would also study extensively on this field and try to solve new problems & take decisions in the workplace to develop this skill (Bolton, 2011).
	1st Sep 2018 to 31st Aug 2019

(Review time- 28th Feb 2019).

	5.
	Improving the competency of being accountable and responsible 
	Online community, superiors, books, articles and colleagues
	Nervousness due to multiple workloads, competition, problem customers and lack of time
	Being able to show full dedication at work, perform duties properly within the given time & help staffs (Andrew, 2010). Able to achieve results through ensuring full accountability.
	I would first research more to identify small problems in this skill. Then, I would work on them individually and with trainers. I would try to increase confidence to remove my nervousness. I would work based importance to show full accountability & responsibility to the important tasks (Khashaki, 2008).
	1st Sep 2018 to 28th Feb 2019

(Review time- 30th Nov 2018)



The action plan professional development plan has been provided on five improvement areas. Two areas would need one year to be improved and other three areas would six month for improvement. Considering the obstacles, the required time would not differ much. The success of the action plan would depend on the following of rules and given actions. An integration has been made between current condition & required tasks to be an effective restaurant manager while making the development plan. 



















[bookmark: _Toc523180895]Conclusion
It is must for a person to improve personally to develop professional career. This theory had been followed in this report to explain professional career development. Firstly, the required skills, knowledge and competencies of being an effective manager in the restaurant industry have been identified and explained. Many new things have come out during that discussion. After that, I have set few standards for an effective manager based on the discussion. After explaining the skills and knowledge and the standards, I have compared them with my current skills and knowledge. Lot of flaws and problems came out during that comparison. I have used skill audit and SWOT analysis to do this comparison and identify my strengths and weaknesses. I have found improvement areas in interpersonal communication, numeric & analytical skills, adaptation, organisational and management skills. A plan has been developed to do continuous professional development and learn these professional & personal skills. Thus, professional development plan will facilitate the continuous professional development by helping me to learn, improve and develop based on the conditions of my skills, knowledge & competencies. Throughout the report, I have explained how to develop professionally through a holistic analysis and plan of professional development.
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