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                                                      Introduction 
In this reflective portfolio it will be presented a personal development plan which will list my own  competences, followed by the skills that are require in my future job, and then it will be introduced and evaluated the concepts that I have learned from the Professional and Carrier Development module. 

                                Personal Development Plan

A personal development plan it is a tool that it is used to lay down the skills , attitudes and achievements of a candidate  (Elisele, Grohnert, Beausaert & Segers, 2013) ) and my skills that I have identified through analysing tools , such as Personality test and Learning style come out as being the ones that  needs further development as they play an important role in increasing my knowledge and  my self-awareness , and furthermore a personal development plan it will be presented which it will highlight the process. 
	Strengths 
	Development needs/goals
	Actions taking 
	Support/Resources 
	Deadline

	Communication
	Public speaking 
	Practice with relatives and friends.

	Family and friends
	December 2021

	Good Team Worker
	Development goal it is to do more than I am asked 
	Looking to undertake more tasks at work even if I do not have to.
	Team Leader and Manager from my workplace 
	
September 2021

	Microsoft Office good knowledge
	Hotel Management software 
	Voluntary work at local hotels 
	Hotels that are open to volunteers 
	August 2021

	Quick Problem solving 
	Confidence development in expressing my ideas
	Undertake group assignments where I will have possibility to gain more confidence 
	University Colleagues support 
	March  2022

	Creativity 
	To be more realistic and to make the difference between effectiveness and  non-productive 
	Asking my co-workers to help me take the right decisions and support me on becoming a practical person 
	Workplace
	December 2021

	Sociable 
	Diversity and cultural intelligence 
	-Reading books and academic materials;
-Communicate on my workplace with colleagues of different backgrounds/nationalities so that I can be able to understand my co-workers and expand my knowledges   
	Workplace; 
Library
	December 2021







                 Skills require for future employment 

As I am planning to apply for a hotel receptionist job and I detain a series of soft skills , I am considering that this profession it is just a start in the wide career that hospitality industry holds. Research has been conducted over the years to adjust which type of skills are more productive  and are needed more in employment , Okeiyi et al.,( 1994)  stated the fact that it has been made a lot of surveys from the hospitality industry managers that highlights the fact that the management skills are the most important ones within this industry and Smith (2007), Klaus (2010), Mitchell et al.,(2010) concluded the fact that soft skills scores a 75% long term job success , while just 25% goes for the technical skills ( Robles ,2012). 
Lowry and Flohr ( 2005) has been conducted a five-year period study that evaluate different management skills in hospitality industry , and it came as a result that 4 skills are crucial in this type of employment , and these are: Critical thinking , Communication , Technical , Leadership/relationship skills 
Leadership/ relationship skills : Incorporates the ability to negotiate with others, to effectively work in a team and to inspire every member , to be able to work under pressure, resolve conflicts and to provide good customer service . Those skills that the leadership skill incorporates have a major importance as they are part of the business functioning and success ( Kantrowitz, 2005)
Communication : It demonstrates a varied vocabulary and attitudes and it is associated with presenting,  verbal and nonverbal communication, and not last, listening it is a part of this skill as well.  Riggio ( 1986) adopted the SSI ( Social Skills Indicator) with the scope of evaluating communication and social skills , and he affirmed that a good job performance it is directly related with a higher score of SSI, and this can be a reason why businesses are choosing employees in term of their level of communication .
Critical thinking : This type of skill incorporates reflection , evaluation  and the ability to solve a problem the best way possible . Kesselman and Lopez ( 1982) affirmed that critical thinking and the rest of cognitive skills are surely related with the overall job performance. 
Technical : The technical skills are known more as the hard skills, are practical that relies on programs and operations ( Indeed, 2020)  and are needed in hospitality industry , especially as a receptionist, where it has to be deal with the hotel/accommodation software ( National Career Service, Gov 2021) .

In another study conducted by Tesone and Ricci (2005) it is presented that teamwork and problem solving it is also part of the crucial skills needed in the hospitality industry .
Teamwork: According to Indeed Career Advice (2020) Teamwork it is all about capacity and potential that allow people to work good with others through different types of collaborations such as, team tasks, meetings , discussions, and it has as base, good communication, responsibility, and active listening . The purpose of teamwork it is to establish a good balance in the company that will lead to a good functioning and outcomes.
Problem solving it may be resembled with critical thinking for the reason that, both have similar characteristics but, to problem solving skills it takes a step further to recognise barriers or any complications that may arise and then carefully taking into consideration all the elements existed followed by the set of solutions that needs to be displayed. “This skills also requires being adaptable and flexible to the changing situations “ ( Holt, 2018, p. 33).

Evaluation of the concepts learned from Professional Career Development module 

Personal Development Plan was the first tool introduced to us in the module and it can be described as an instrument that helps individuals develop their skills and competences and monitor their performance( Beausaert, 2013 ) . Following this judgement of what a PDP it is and what it must contain, I have learned that I need to be aware of the skills that I already poses and to undertake learning activities to develop the skills that I need, such as, research academic materials and books to develop my way of thinking, taking a course or a short time training with an industry specialised person in order to gain more information, and even the help of the family and friends that can be good supporters and have a good influence on my motivation. The process of creating a Personal Development Plan was not only about identifying  /planning and the action that it is best to undertake, but also  by recording and review the process such as, the setting of a timeframe which can boost the motivation of fallowing and completing the PDP (Lejeune,2016)  .
Another concept that was introduced by Professional Career Development module it is Self-awareness, what is actually means and the tools available to improve it.  According to Oxford Dictionary (2021), self-awareness it is “knowledge and understanding of your own character” or another long-established description by Hamilton (1951 cited in Feize  2020 :52 ) “ Self-awareness is a professional skill that includes observing and reflecting on personal feelings, thoughts, and biases. As simple as it may sound it really gave me a question about my self , and with the help of tools such as , personality test and learning style I was able to obtain a clear vision of me personally. The personality test that I undertook in class had as result the advocate which it is characterised as being the type which stands up for other people rights, are passionate and altruistic but also sensitive to criticism, and the learning style came as being the auditory (aural) which it is characterised as being a good listener. After completing the activities, I came to know more about my-self and I can clearly state that I am self-aware.
Further, another aspect learned from the module it is the exploration of employment opportunities and the key points that need to be considered. The first step in this process it is knowing my true self, being aware of my strengths and weaknesses , what are the points that motivates me , my career aspirations and always having more than one options in terms of career selection. Another point learned from the module regarding employment opportunities it is the fact that I need to make use of my degree and where should I look further, such as websites that can guide me in choosing and applying for a job that suits my competences. 

Recruitment and selection in my opinion was one more important lesson that was brought to us , and it is defined as being “a process by which the organisation tries to accurately match the individual to the job and can be compared to the selection of the correct jigsaw piece to fit into a particular hole in a jigsaw puzzle” ( Newell, 2005:116). The key points learned from this lesson it is that recruitment and selection it is having a major impact on organisation , and the process of attracting new people that will contribute to the functioning and success of the company It starts on looking first at the company’s requirements such as, job analysis, followed by listing the job description , such as the responsibilities that are essential for the job, and eventually the selection of personnel which can be made with the help of different tools like, test of abilities or job knowledge and a last importance adding at the final selection it is the background check ( Newell, 2005). 

Creating successful application lecture was the most interesting for me and useful for the reason that I have learned good tips on transforming my CV from a regular to a job focused one, good tips on how to create my cover letter and how to improve my overall performance at a job interview. Furthermore, it was presented to us on the course, the career development explanation and the technique used on developing, and it is defined as “ a process of choosing a career, improving your skills , and advancing along a career path” (The Balance Careers, 2020). I have learned from the career development lesson that the first step that needs to be done it is by starting to know my true self, followed by the investigation of the options available , deciding which one should I stick with, and concluded by taking the initiative. Subsequently, it was presented to us the employment law   where different points where explained such as, the employment contract, working time, pay and holiday right etc. The module concluded with an interesting alternative after graduation lecture where it make me thing twice of my decision that I had in mind and consider different factors that may benefit me in the future.






Conclusion 
Overall, the reason of the reflective portfolio was not only to present the key points learned during the whole 10 weeks of lectures but also, to evaluate them and state the fact that there were things that had a good impact on my knowledge, gave me good tips about the reality of a workplace/career and the process that need to be taking to achieve goals, and briefly I can say that helped me develop my mindset.
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