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 Task 1: Reflective, Journal1000 words
It has been many times during my years working in the hospitality industry, where there have been issues raised regarding lack of communication. Communication skills allow you to understand and be understood by others. These can include but are not limited to communicating ideas to others clearly, a friendly and confident demeanour, respecting other points of view and speaking in a public setting. Developing your communication skills can do much to help you advance in the workplace. In this article, we explain what communication skills are and how you can improve your own.
 Communication: It means exchanging information by speaking, writing, or using some other medium. 
A simple, but yet so powerful word that most of us, including myself, seem to neglect it in the workplace and daily life. Communication skills are important for both work and life. They can help you overcome personal barriers and create healthy relationships. Some key points about communication.
Listen: Really listen to what the other person is saying, instead of formulating your response. Ask for clarification to avoid misunderstandings.
Who you are talking to matters: Effective communicators target their message based on who they are speaking to, so try to keep the other person in mind, when you are trying to get your message across.
Be brief, yet specific: For written and verbal communication, practice being brief yet specific enough, that you provide enough information for the other person to understand what you are trying to say.
Think before you speak: Always pause before you speak, not saying the first thing that comes to mind. Take a moment and pay close attention to what you say and how you say it. This one habit allows you to avoid embarrassments.
Treat everyone equally: Do not talk down to anyone, treating everyone with respect. Treat others as your equal.
Maintain a positive attitude and smile: Even when you are speaking on the phone, smile because your positive attitude will shine through, and the other person will know it. When you often smile and exude a positive attitude, people will respond positively to you.
 Week 2, in this course, has made me realise the importance of communication, by teaching me the skills, showing me different forms of communicating, such as written, digital, verbal, and the one I am not so keen about it, non-verbal communication. 
Non-verbal communication can manifest in many ways that often could be misconstrued,
It means communication without words. Some Examples.
· Body language
· Gestures
· Tone voice
· Facial expressions
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Given these 4 points, I find it extremely difficult to use, or in my case sometimes hard to understand what they are trying to convey, unless someone is moving their head from right to left or up and down, and I know they're trying to say yes and no, unless they have a stiff neck.
I often strive to understand smiles, nodding, or eye contact and especially tone of voice, what meaning it has, what point they are trying to get across, perhaps it doesn't mean anything, they're just thinking aloud it is very difficult for me, and usually I try to avoid it.
Moving forward through this course, it also opened my eyes about safety within the hotel industry, how each one has an important role in the well-being of our guest. Fire safety, health and hygiene, guest safety, are the most common ones in this industry.
There are some legal laws that are put in place when it comes to hospitality, and that is health and safety regulations. Understanding the role and following these guidelines is our responsibility, it is essential to have staff training, to be aware of these regulations and be updated.
I always refer to guest safety as, in case of fire, spill on the floor, security within the hotel. I never thought that data protection, guest verification or handling guest information would raise safety issues, and that is because of the internet.   
Wish it brings me to write briefly about the digital world, how critical it is, and why it matters.
Everywhere you go, to the bank, supermarket, restaurant, in some way it is connected to the internet. This week I learned how to take advantage of it, use it to my benefit during my enrolment with the university. What better way to look for job opportunities, or build a work profile about yourself, so anyone interested can get in touch via social media such as emails, WhatsApp, or set meetings from your own home through teams' app, it is truly a remarkable, and convenient way to manage your life.
There are much more to learned, like improvement on my digital skills how to stay connected, getting support, and how to use LinkedIn.
Digital skills are the knowledge and abilities needed to use technology in both personal and professional settings. They can help people be more productive, creative, and employable. Some key digital skills include, Computer literacy, Digital Marketing, Data analysis, Data literacy, online security and privacy and communication.
You might be expected to have different levels of digital skills, depending on your job, The demand for digital skills in the workplace has never been greater, and in a progressively digital world developing these skills can have a hugely positive impact on your life. With an ever-increasing number of people working remotely, a large percentage of all jobs in the UK listing digital skills as a requirement, being adept in a wide variety of these skills is vital for your career. 
These skills will help me gather information and use tool that I need and how to complete online courses and obtain my badge, to improve myself and my CV, and show any future employers my skills and qualifications. 
However, this course is not only about hospitality or business, it also helps me how to write a report, what steps I should take, how to gather information, and referencing something that have never used or done ever in my life.
I have met the librarian she informed the class about library resource, support and services, told us about reading list how to find it, and the use of library catalogue.
I have been exploring the library homepage, and it is astronomical the amount of information the is on the library link,  starting from online resources list, to how to use AI to help with any inquiry regarding with your school work, but in my case I should take the time to do some online research or watch a video on how to navigate the library portal.





Task 2: Action Plan 500 words
It is critical to regularly analyse and act on an action plan to make decisions and make improvements. My goals are to finish my degree, leave my old habits behind, and make improvements to better myself.
Objectives:
· To improve my verbal communication skills by this November 2025.
· Develop my overall time management skills by February 2025
· I will create a timetable by the 3rd of January 2025.
· Make a weekly plan every week starting this week, 20th November 
I will start by trying to be concise, by getting to the point and avoid unnecessary and confusing language get to know the audience, consider their needs, expectations, and preferences. Tailor my message, tone, and style to suit them, often practice so I can keep improving, specially listening. 
Organisational skills to help me focus my time, effort, and resources on work that matters, it is crucial in many areas, whether personal, academic, or professional, a need to consider my organisational behaver and implement new ones. *(1)
But there are many things to consider, and to me time is important, I have never been late for any meetings or work in fact I am usually 15 to 20 minutes early, but for other things like cleaning, recreation, brakes, and the list can go on I am not good timing myself, my brakes are usually to long same for recreation, cleaning, let's not talk about it.
So now that I have the tools and the support from my teachers through this course on how to manage my time, it's time to create one, organize a schedule so I can be more efficient and not waste time.
Every week I will make a plan that includes ways of improving my communication with other people, by implementing new ways of talking, by listening and getting messages across. Then I will create a timetable, it will include time management regarding organising my objectives and goals to improve myself and get off old habits.
To conclude, I will execute my objectives by the time I chose it well be realistic for me, to complete, however is not always black and white, I need to build some confidence, find a balance, and be persistence, keep focus and on my study, prioritise what's more important, as I have begun a new chapter in my life that will lead me to a better future and a new lifestyle. 
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