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Introduction 
Career path 
I have decided to seek to become a front office manager, based on the knowledge and experiences I have, Moreover I can consider myself and become a successful manager. 


I have chosen this career because I feel ready to move forward, closer to my achievements and successes. I sense I am accessible for new challenges I will be faced with it. O will be reasonable to welcome the guests, as a front office manager I will be liable for guiding everyday needs and issues. I will be responsible for day and night running issues. However, I will be responsible for gaining strong relationships with customers. Further I must establish to have best service in every department of the hotel. With comprehensive action I will grant to have good reputation the place I want to work with them. I will develop my skills during the work time as the best place and leader Hotel in the area. I will ensure I have two years' experience for this career and have worked in the same environment Hotel in the past. I am a self-motivated person which helps me to adapt to a new atmosphere with new people. However, I will need to be assured of leading my team and evolving every department of the hotel. I will be developmental person as front office manager to ensure nice memories for the guests, for the place they will stay in. 




















Recruitment and Selection: 
Personal reflection on the role play applying Gibbs’ Reflective Cycle 

Gibbs' reflection cycle produces reflections which take place after the experience, it is afford a complex which is advises the process of reflection. The structure of the work suggestion of question and main conception is that to answer the all the questions while the progression. The Gibb’s reflection cycle attracts study by effecting feelings expressed and future action based on experience. Gibbs (1988) 
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1 Description 
Based on my play roll, I have had few weeks ago, I had to make five questions. During the interview I had to response to these questions as a candidate who had applied for front office manager at Voco hotel. 

The interview in generic was smooth because it is something I have done before. As a results of I have applied many times for various jobs. It was to create five questions and by answering them to reflect of these questions based on my knowledge and experience I have. I had chosen a partner. He was reading the questions and I had to response for these questions. Further I had made a question for the interviewer when he finished with questions. 






2 Feelings 
The first feeling I felt was that I was stressed more than I was expecting, however after the first question I felt more convenient with it. I can say I could make myself relax more but this is an experience for me, as well as I will put into practice in real life. As an interview I felt more relaxed during the interview because I had to listen to my partner. I consider we had good cooperation during the interview focusing on what we had practice. 


3 Evaluation 
During the interview everything went well, I felt this by focusing on my task and reaction of the lecturer. However, it could be improved by doing more practice and listening more about it. I wanted to add a few more materials for myself, but the time was limited for every student. 
4 Analysis 
I could be more successful if I made a little more effort to assimilate all my knowledge, skills, and experiences I can provide for the front office manager position at Voco hotel Reading. 
I consider it could help if I been more confident, by cause of talking front of the audience is not every day's life. 


5 Conclusion 
As a result. Related to my interview I got some more new skills. I learned how to do interviews as a manager and how to prepper myself for the interview. Considering that I already had some experience in the past because I had few interviews as a candidate for a new role. 


6 Action plane 
My plan is to complete my studies for the next several years, focus on, I am more passionate about it, I have learned sort of things during this year, I am positive and straight thinking for my goals and how to achieve them. I feel ready to apply for a better job in my real life and be the best possible manager I could. 














Skills and knowledge which contribute toward working effectively 
Skills which contribute toward working effectively 


Skills are basics and essential for the job, they are appropriate to be succussed for any kind of job. 


They are the skills that make you adorable for the organization to give you the opportunity to work for them. The skills you have seem to give you confidence, self-esteem and the ability to work as a team. 


Some of the skills are: 


Communication 
Motivation 
Teamwork 
Self-management 
Emotional intelligence 
Analytical skills 
Administrative skills and Reliability











The knowledge which contributes toward working effectively 


Knowledges are when you have learned something at school or from some trainings or even from your workplace such as: 


Till operation 


Sell some production to customers 


Teach a lesson 


Do nice service and make nice drinks for the customers 
















My personal strengths and areas for further development 


There are many choices on how to start developing myself. For the first time to start developing myself I can use my reflection, to estimate my strengths and weaknesses, or I can use my communication skills and start to talk with my managers, they will be able to tell what skills I need to develop for the future. 


By starting to develop myself for my career, I will have benefited from my personal development, driving me to more professional future roles. There are some ranges for my professional development. I will make some plans to achieve it. 


Setting a goal - I will set some goals and make plan 


Conversation I will be more social person with the goals to develop my skills and knowledge's 


Participation I will try to make some team works with my collogues 


Interested and listening I will be more careful and listen more often to my managers 


Analytical skills I will make sure I Analyce the problem and then make the right decision. 
































SWOT Analysis 


	SWOT ANALYSIS 






	




	STRENGHTS 


Strong communication skills 


Reliable and responsible 


Team working skills 


Knowledge on computer (word, excel, PowerPoint a.c.t) 


Quick learner 


	WEAKNESSES 


Lack of experiences 


Lack of trainings 


Not ability to work long hours 


Poor time management skills 







	OPPORTUNITIES 
Get qualification this year 


Chance to improve my communication skills at my workplace 


Work into the team 


Ask for opinion 


	THREATS 




Afrid to do something it can be wrong 




Shame I am doing something wrong 






















                     Personal Plane Development 

	

	Short-Term Time Frame 


What do I want to 
accomplish in the next 
three to six months? 


	Mid-Term Time Frame 


What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 


What do I want to 
accomplish in the next 
two to three years? 

	Section 1 - My Goals 
What are my overall goals that I want to accomplish in this time period? 




Example: become a Student Affairs Officer; learn computer graphics 






	To get education 
To continue my studies
Same time try to find better job
Develop my skills and use my knowledges at practice   

	To complete my studies 
Finally, to find better job 
  Get some more skills and develop them 
Learn how to work with team and how to talk front  of people with now shy 

	Finally I will have found my dream work 
I will have some skills already developed
 I will teach others, one of the skills I am looking for.
















	Section 2 - Skills and Knowledge to be 
Learned 


What specifically do I need to learn? What project do I need to work on? 


Example: Student advising; 
Banner; Dreamweaver; develop a procedures manual 






	For the next 6 month I will I  be educated and ready for next step 

	For the next two years I will be studying, I will be able to control my time Managment skills    

	For the next three years I will have completed my studies and started thinking about what I can improve as a person and as a professional. 
cause that there is always something to learn and make it practice.


	Section 3 - Next Steps 
How am I going to acquire the skills and knowledge? How am I going to do this project? 


Example: take Dreamweaver class; do an 
informational interview; set up a project outline 




	Set some goals 
Accept the right training 


	Focused on the goals 
Try to achieve them 
Make it yours


	Be skilled professional developed person 
Accept other's opinion share ideas
  
Be yourself and honest 










	

	Short-Term Time Frame 


What do I want to 
accomplish in the next 
three to six months? 


	Mid-Term Time Frame 


What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 


What do I want to 
accomplish in the next 
two to three years? 

	Section 4 - Resources 


What resources do I need? 
Example: free time; funding 






	I need some more often reading 
Some more information
Some more books 



	Better technological equipment's 
Free time for extra tasks   


	Better understanding from people 
Some more free time for more work 
Extra knowledges in case of something gone wrong 
 


	Section 5 - Time Schedule 
	

	

	


















	What is my time schedule? 


	Immediately 
	In few months 
	In several years 

	



When will I start? 



	Next month 

	
In two years', time 
	
About 3- or 4-years' time 

	



When do I expect to finish? 


	Soon I finish my studies 

	Soon I get qualification 

	Not sure 


	Section 6 - Completion 
When have I completed each 
step? 



	□_____ 
Date 
□__________ 
Date 
□__________ 
Date 


	□__________ 
Date 
□__________ 
Date 
□__________ 
Date 


	□__________ 
Date 
□__________ 
Date 
□__________ 
Date 





















Conclusion
To acquire the proper knowledge and skills, it takes a lot of work as a result. To achieve it does need to set some goals. Appreciating all the difficulties you will face in the future. To develop my carrier skills, I will need some methods and plans. However, I already know this is tough, I need to Analyse my personal strengths, weaknesses, opportunities and threats. The role we had to do was an amazing experience. It gave us opportunities to take part in developing some skills for the future role. I feel more motivated than i was before teaching this module. I am passionate about my future career and will use all the experience I already acquired. I learned how to feel self-confidence during the interview, how to talk, how my behavior should be. Likewise, I feel ready to move forward, take more responsibilities on.
As a result, I see myself in the future as a very confident, skilled person, responsible and self-motivated.
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Appendix A: The questions asked as interviewer in the role play (A1) 

1. Hello Lika, how would you describe yourself? 
Hello, my name is Lika. I am student in university of walls in London, since 2022. I am looking for now full-time job as front office manager, to lead out front office team to success. I am responsible for overseeing the day-to-day running. I am responsible also for delivering great customer service to the guests and giving them nice memories for the place they stayed. I have two years as assistant manager in a similar style hotel environment.
2.Why should we hire you? 
I am a self-motivated person and forward thinking. I am a communicating person, with the ability to lead and develop my team and influence all the areas of the business. I can approach on take proactive role. I will be inspiration leader and I will be passionate in delivering fantastic experiences and I will take steps in sharing success with my team.
3.What are your biggest strengths? 
I could say my biggest strength is that I can work under pressure, anyway I can make decisions at same time. When things need fixing. Also, I am a quick learner, and I can appreciate skills in 1 to 2 weeks.
4.Why are you leaving your company? 
The first reason is, in my workplace there is not available a manager position, also I feel I am ready to take on more responsibilities. I have received much positive feedback, but I think I need to develop my skills and change my environment to motivate myself, for future achievements.
5.What are your goals for the future? 
I would like to learn and develop my skills in management for the next several years, I am interested in working hard and I am ready for new challenges I 
will be faced with. But with the right guidance I think I could be front office manager at a hotel.




The question/s asked as interviewee in the role play (A1) 
What kind of training do you provide?
We provide some online training and some practice training you will be doing with some of the managers.



 





































Appendix B: Application Form completed as applicant for the role play (A1). 


Job application form 




Application for [job title] - 
Your details 


Name:  Lika Keinasvili 


Education and training 
Please give details: 


	

2022- Until 2024 Student at University of Wales Trinity Sant David _London Campus 

2013 Graduate in the department of Nutrition and Dietetics

2012 Graduate of professional Lyceum with Specialty Assistant Nursing School 




















Qualifications 
Please give details: 


	

High education skills for workplace, business management 







	


2016-2018 supervisor at Costa coffee 



2018-1020 Catering assistant at Thams water 

From then, until 2022 I stayed at home because I had a baby.
















Employment history 
Your current or most recent employer 


Name of employer: Voco Hotel IHG


Job title: breakfast assistant 


Length of time with employer: 
Since May 2022 

Reason for leaving     I just want to move on for next level of my career 



Duties: 


	























Previous employers 
Please tell us about other jobs you have done and about the skills you used or learned in those jobs. 


	
Also, I have done some work at a restaurant. I have worked in pastry shops. I am good at customer service and strong enough to deal with some problems at work.





















	







Supporting statement 
Please tell us why you applied for this job and why you think you are the best person for the job. 

	I am A reliable, punctual and hardworking individual who can work alone unsupervised or with others in a team situation. Works responsibly and methodically with a proven ability to work towards and accomplish deadlines. Being flexible, adapts quickly to a variety of tasks within the workplace meeting required standards.
Also, I have some more skills:

· Reliable and responsible 
· Strong team player 
· Greet visitors and direct them to the correct person or department 
· Manage people signing in and give out security passes 
· Answer enquiries in person, by phone and email 
· Manage a room booking system and keep rooms tidy 
· Deal with incoming and outgoing post and deliveries 
· Arrange appointments and update records on databases 
· Take payments and handle invoices

















































Right to work in the UK 
Do you need a work permit to work in the UK? Yes / No 
References 
Please give the names and contact details of 2 people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission. 
Declaration 
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal. 


Name: Lika Keinasvili 






Signature: L.K 


Date: 29.12.2022
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