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Introduction 
· The intended career is chosen as front office manager in the context of hospitality industry in UK
· The academic skills, employability skills will be discussed 
· The world of work in the hospitality sectors will be discussed 
In the introduction, the structure of the entire presentation is given.
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Academic skills 
SWOT analysis 
	Strengths 
	Opportunities 

	· In terms of academic skills, the natural talents which already exists for the front office manager role are the expertise in using Microsoft tools and accurate typing speed 
· For the concerned role, both oral and written communication skills are required in order to connect with consumers as well as senior management, which is naturally present and growing strong within the individual. 
	· As the office manager of the front office, the individual has the opportunity to prepare all the reports as well as documentation regarding the departmental work details, for which besides the report and document preparation skill, the individual can use its expertise in Microsoft tools to develop and deliver the reports. 

	Weaknesses 
	Threats 

	· It is seen that as the manager of the front office, the individual require team building capacity, which is lacking at.  
· In terms of scheduling to organize the situation as the office manager, the individual is lacking in scheduling skill. 
	· As the front office manager, head of the entire department of a particular hotel, the individual has to be good at decision making, otherwise the communication with consumers would fail and issues will be developed within the inner organization. 
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Continue 
Reflection
· Self analyzing 
· Reflection on learning or work 
Considering the front office manager of the hotel industry, the reflection skills represent analyzing own experiences with the intention of enhancing the means of learning or working. 
In this way, as of now, the individual can learn and focus on the roles and skills of being the front office manager and after joining the concerned role, through self reflection skill, the individual can continuously criticize and improve own role. 
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Employability skills 
· Interpersonal skills 
· General awareness 
· Using the Eisenhower Method as time management 
Employability skills 
As the front office manager of the hotel, the concerned individual should have interpersonal skills which are skills of everyday use while connecting with other people in terms of individual and groups. In this regard, for the concerned role, the interpersonal skills are required to connect with consumers and senior’s managers along with face to face individual communication with team members (Binsaeed et al. 2017). 
In terms of general awareness, as the front office manager, the individual has to gain certain general awareness regarding the industry, the company, the ongoing trends, demands of consumers, and etcetera.  
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Continue 
Time management tools 
	
	Urgent 
	Not urgent 

	Important 
	· Making sure of professional as well as friendly services to the consumers by the front desk. 
· Creatively solving the emergency troubles and work allocation 

	· As the front office manager the main activities are handling and training concierge along with the night auditor and receptionist’s team. It is a significant and impactful task, which should be prioritized.
· Collaborating with other departments   

	Not important 
	· Diplomatic nature to handle situation 
	· Conducting other departments' works. 



Presentation Skills 
It is another significant skill, which individuals should adopt to be a good front office manager. Presentation skills represent the skills which are being used in delivering the effective as well as engaging presentations that the concerned individual has to give in front of the senior management for further ideas. Even, for employee training, the concerned individual can have to prepare and deliver a presentation. 
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Continue 
PDP
· The professional development plan (pdp) contains skills, strategy, education required for the chosen career as the front office manager (Zoellner et al. 2017).
· Now, the associated skills like reflective, presentation, and etcetera are required to develop   
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Discussion on the world of work of the UK hospitality sector  
· Hospitality industry is the fourth biggest employer in the UK.
· The industry contributed to the country’s economy by adding gross value added.
In terms of working in the UK hospitality sector, it is found out that hotels are expanding as well as providing better experiences in terms of high enjoyment, low price, and attractive restaurant chains and associates factors. 
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Conclusion 
· Academic skills 
· Employability skills 
· Reflection skills 
· Time management tools 
· Professional development plan 
All of these skills and planning have been developed in the concerned presentation in the context of the front office manager of the UK hospitality industry.   
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