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Executive Summary
This report highlights the discussion on the function and usage of Gibb’s reflective model for students and highlight the descriptive analysis of different assignment comprised by an individual while working on a project. The situation evaluation and analysis of the assignment are concluded in this report. Various topics associated with the classroom are included in this report. Furthermore, the development of an action plan by an individual is included to justify the future task action to attain higher efficiency. The central skills attained by an individual from the class are comprised of their respective benefits for the students.
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Employability skills are the transferable capabilities that an individual uses in a particular workplace. These skills are not always mentioned but it is essential for every employee to have these in order to get a good job position in an organisation. Some of the common employability skills that are required in an employee are Teamwork, leadership, problem-solving, communication, self-management, punctuality and many more (Indeed, 2021). The presentation will discuss in detail the skills and abilities that an individual should know to start a hospitality business of its own. With the help of SWOT analysis, time management tools and a personal development plan, the necessities that are required in an individual to set up a business of its own will be analysed. Further, a brief description of the working environment of the hospitality sector and its impact on employees will be evaluated. 
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A personal SWOT analysis can be defined as the technique, which allows identifying the individual comprised skills and knowledge with the understanding of weaknesses and areas of improvement (Teoli et al., 2019). This framework also entails the recognition of growth opportunities for individuals and critical threats for them in their personal and professional development graphs. 
	Strength
· My major strength includes problem-solving, effective decision-making and leadership which help me to cope with dynamic situation and working environment and also permit me to learn new things quickly and actively. 
· With ideal decision-making skills, I can analyse the complexity of any task and opt highly beneficial process for its completion. 
· All these skills allow me to minimise the unnecessary pressure in my daily life and ensure the development of personal and professional skills. 
	Weakness
· The central weakness of mine is ideal time management skills because I feel the scarcity of time within any task progression and in my daily life.
·  Time management is an essential skill for individuals because it will elevate the employability rate and allow them to attain stability within the career graph (Shove, 2022).
·  I panic in a critical situation, which is another weakness, this minimises my productivity and performance highly. 
· Another critical weakness within me is communication skills as I face difficulty in delivering my ideal point of view to another person. This hampers the final output and minimises its quality to a higher extent. 


	Opportunity
· The central growth opportunities include honing my existing skills of mine with effective work practice and acquiring the necessary skills with online learning and training. 
· Completing my higher education within reputed educational institutes is also an effective growth opportunity for me.  
· An internship opportunity with a hospitality organisation is also included in the opportunity because it will allow me to understand the official working environment and acquire essential professional skills. 
	Threats
· Some critical threat for me includes the higher growth of competitive nature in the modern market, which will minimise my employment rate within the increase in talented and skilled candidates. 
· Another fundamental threat for me comprises the rise of pandemics worldwide, which will completely stop my employment opportunity and growth.


Table 1: Personal SWOT
(Source: Created by Learner)
The strength of mine will include problem-solving, decision-making and leadership skills and my weakness of mine will comprise time management and communication skill. Effective opportunities for me will include pursuing higher education, growth opportunity and internship opportunity. Further, the central threats for me will include growth in competitions and the rise of global pandemic.
Time Management Tool 
The ideal time management tools will include the Eisenhower time management matrix as it entails a suitable approach to managing critical tasks for individuals. Core principle of Eisenhower Matric is that it distinguished among the urgent and important tasks for individuals, which ensures the completion of tasks delicately (Millman and Oster, 2020). There are four quadrants within this matrix, which highlight the handling and completion of different tasks with a distinct approach. 
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Figure 1: Eisenhower Time Management Matrix 
(Source: Millman and Oster, 2020)
Quadrant One
This is the first quadrant of this matrix, which include the most essential, and time-bounded tasks for me such as completing my daily studies and online classes.
· The tasks within this quadrant hold a higher importance than any other tasks and they required immediate attention. 
Quadrant Two
The second quadrant of the Eisenhower matrix includes the tasks that are important but it is not urgent or time bounded for individuals. 
· These tasks for me will include the completion of the exam syllabus, as it is essential for me but does not include a pressing deadline. Tasks present in this quadrant yield higher satisfaction for me as they include a higher chance of success within my career graph. 
Quadrant Three
The third quadrant of this matrix includes urgent but not important as these tasks include interruption within the preferred course trajectory. 
· This kind of task for me will include daily gym and exercise as it is urgent to complete within a specific time but does not hold that much importance compared to other tasks. 
Quadrant Four
Eisenhower matrix’s fourth quadrant includes the tasks, which are neither important nor urgent for individuals in their daily working schedule (Bratterud et al., 2020). 
· These tasks for me will include sports activities because they do not include any pressing deadlines. However, this task allows me to meet the long-term goals of a healthy body and physique 
[bookmark: _Toc109140856]Personal Development Plan 
The personal development plan (PDP) can be defined as an action plan, which allows individuals to recognise their goals and devise their achievement path (Bintani, 2020). 
	Skills 
	Specific
	Measurable
	Action
	Relevant
	Time-bound

	Time management

	· To gain enhanced working productivity and performance within a daily working schedule.  
· To minimise the loss of time within specific activity and mitigate unnecessary pressure associated with work. 
	· The time management skill can be measured by calculating the consumption of time.
· It can also be measured by analysing the work quality and efficiency of individual 
	· For attaining ideal time management skills prioritising important tasks is necessary.
· Utilising a daily to-do list will elevate the time management skill of individuals.
· Avoiding distraction and multitasking will also allow individuals to improve their time management skills to a higher extent.

	· The central benefit of this will include the elimination of the concern of time loss within any task.
· It will ensure quick task completion without stress.   
	5 Months

	Communication skill
	· To elevate the informal communication information transformation capability within daily life.
· To increase the collaboration output with increased understanding among different team members. 
	· It can be measured with periodic feedback from team members and individuals. 
· Communication skills of an individual can also be measured by reporting output and analysing the results. 
	· Communication skills can be improved with consistent speaking and listening practices.
· It can also be achieved by including clarification within the conversation and ideal listening to the perspective of others. 
	· The major relevancy of communication skills is that they allow the individual to elevate teamwork and productivity high. 
· Another central benefit of communication skills is that they create trust among different team members and ensure ideal information sharing. 
	3 Months


Table 2: Action Plan
(Source: Created by Learner)
The PDP will focus on Time management and communication skills and showcase ideal action to develop these skills and how they can be measured. Further, the various benefits associated with this will be concluded with the time-bound associated with this. 
Show an understanding of the world of work in the chosen sector by citing relevant articles or advice from recruitment agencies, job centres, etc
Hospitality business is one of the largest sectors of industry present around the globe that is mainly involved in welcoming people by providing comfort and entertainment. Several business falls under this large umbrella sector like motels, resorts, hotels, theme parks, restaurants and many more. This sector of business is generally broken down into three categories- accommodations, food and beverage and travel and tourism (Breier et al., 2021). In order to manage a hospitality service, individuals should have right skills and qualifications. Major skills needed to do job in the sector are budget control, planning, team work, project management skills and others (Prospects, 2022). Following positions can be attained with adequate skill and qualification.
· Accommodation manager 
· Catering manager 
· Event planner 
· Chef
· Restaurant manager 
Working procedure in the Hospitality industry
· Internal planning- Internal planning involves a detailed objective and planning that will help in the successful running of the business. 
· Staffing- Staff are essential to provide a satisfactory customer experience. This includes the process of planning how many employees should be working in every sector of the business. The quality of employees should be high, as it will help to increase the efficiency of an organisation. Excellent customer service is required among employees to serve customers and gain competitiveness (Cheary, 2017).
· Market research- This stage helps to identify the demands of the customers and analyses the competition present in the existing market. A business will be only successful if they are able to reach all the sectors of customers in the market. Market research helps all the entrepreneurs in the hospitality industry to understand the perspectives and behaviours of the customers so that they can win over the competition. 
· Finances- Every business needs a source of funding to develop into a successful sector in the industry. Finance is maintained by the owners so that they can have a strategic approach to setting revenue targets; acquire sufficient funding so that they can meet their target goal. 
· Location- A perfect location is very important to set up a business, which can affect the sales rate of that firm. Hotels in perfect tourist destination spots serve as the best vacation centres which will attract more customers. 
· Procurement- A source of a supply chain or manufacturers are vital for developing a business. Hospitality sector owners use several factors to meet the procurement criteria- 
· Price- Companies look for suppliers that meet their needs of competitive prices in the market. Several types of pricing strategies are used for example discount pricing, multiple pricing and psychological pricing that will help them to win over the other sectors of industry available in the market. Their main target is to charge hotel rooms with affordable prices so that they can sell many rooms to gain maximum revenue. 
· Fulfilment of customer needs- The main aim of hospitality industries is to meet the needs of the customers. The owners use several steps to fulfil the needs of clients like improving guest feedbacks, simplification of buying procedures, improvisation of customer services and many more (Rather and Parray, 2018). 
Recruitment techniques in the hospitality industry- 
Recruitment in the hospitality sector includes many characteristics as they hire in high volume, seasonal hiring, and employ people who can prevent high turnover rate. Premier Inn is one of the leading hotel brand in the UK that uses techniques like they hire for attitudes and then training for the development of skills (Statista, 2021). The company mainly focuses on hiring people who are competitive in nature, always eager to learn; team-oriented have calm and composed behaviour and are highly efficient. Mitchells and Butler’s is another leading hospitality giant that operates in the UK market that prefers the recruitment of employees not only base on their interviews (Mitchells and Butler’s, 2022). 
They follow a critical assessment process where they believe that just interviewing candidates with basic questions will not fulfil their criteria of hiring diligent people for jobs. Critical thinking and problem-solving abilities are some of the essential factors that must be present in an employee who wants to take a role in the hospitality industry.
Raleigh International follows the process of providing training on recruitment and looks for soft skill sin the candidates. They train their newly employed workers on how the employees work in the company along with induction so that they can understand their role in the job. Some of the soft skills they look for are the ability to have active listening and time management skills, desire for learning of new things and goal oriented (Raleigh International, 2022). 


[bookmark: _Toc109400858][bookmark: _Toc109468753]Conclusion 
The presentation explained in detail the strengths and weaknesses that are required in an individual for doing a hospitality business with the help of SWOT analysis, Time management tools and a Personal developmental Plan. Further, the working environment that is present in the hospitality industry along with the recruitment techniques that are followed by the owners is explained with the help of well-known hospitality giants of the UK.
For slides, refer to appendix
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Reflective writing is known as an analytical practice as it describes the experience on personal reflection of an individual with recognising the meaning of experience (Williams et al., 2020). This report will highlight the reflection of the learning of individuals within this module with the usage of an effective reflection model for completing this task. Discussion on the four fundamental topics, which were included in the class, will be included in this report. Benefits of time management and organised study for the students in the hospitality and catering industry will be included in this report. Another essential class topic of academic writing will be concluded in this report by highlighting its importance and benefit for individuals. Public speaking and presentation skills will also be highlighted in this report with the reflection of the individual. 


[bookmark: _Toc109468756]Main Body
The most important topics discussed in the class are time management, organising study, academic writing and public speaking as it holds various benefits for the students. In the class, I came to learn the importance and developing all these necessary skills, which will ensure my career development. 
Time Management
Time management can be defined as the process of controlling and planning the time spent by individuals on a specific task and activity within their daily schedule (Adams and Blair, 2019). An ideal time management skill holds significant benefit for students and professionals as it elevates the working capability to a higher extent. It allows students to complete more tasks within a shorter time duration with minimised stress. There are various benefits associated with time management for students including effective growth in their career graph. It allows individuals to minimise stress in their daily life by prioritising important tasks and it provides enough time for students to participate in extracurricular activities. 
Organising Study
Organising study is known as making the process of learning easy and enjoyable to elevate the efficiency of knowledge attainment. This holds significant value for students as it includes an effective way to make the study process less tedious for different individuals. The organising study also allows individuals to increase their focus and dedication within the learning process and it helps students to keep up with the task and different assignments provided by teachers. It allows students to ensure their career growth by minimising the risk of falling behind in the classroom. 
Academic Writing
Academic writing can be defined as the writing process, which includes structure, focussed, concise and clear ways to represent different literature with authentic evidence (Fang, 2021). The central purpose of this writing form is to provide readers higher understanding of specific topics and literature and ensure ideal knowledge acquisition. Academic writing includes formal style and tone with easy readability for the viewer minimising the usage of complicated vocabulary and long sentences in the studying process. It is one of the important skills for students as it is necessary for disciplinary learning and essential for effective success in the academic graphs. 
Public Speaking and Giving Presentations
Public speaking is an essential skill for the students as it allows them to highlight the capability of presenting a specific topic in front of a group of people in an effective way. It can be defined as the process of delivering a thought or speech on a specific topic to a large group of people (Boltaeva and Kholmuradova, 2022). For various students, public speaking and giving a presentation is a daunting duty but it can be overcome with the ideal training and practice. This is a beneficial skill for students, as it will ensure effective career development for them with entailing various personal and professional skills. 
Personal Reflection on the Individual Presentation
My presentation skill is effective as I highly focus on the central topics within the assignment, which allows me to make it clear and concise for the audience to understand. Usage of less text within the presentation and focusing on visual appeal is included in the presentation that allows me to attain higher attraction of readers or viewers during the presentation. Simplified and structured development of presentation allows me to keep things clear and ensure higher readability and understanding for individuals. Short paragraph writing with the inclusion of suitable speakers note is comprised within my presentation progression, which makes it more effective. 
[bookmark: _Toc103270533]Gibbs Reflective Cycle 
The chosen model of reflection for this report is Gibbs’s Reflective Cycle. This reflection cycle is known as the ideal self-reflection and management tool, which will allow individuals to entail a systematic approach by understanding their personal experiences (Adeani et al., 2020). Gibbs’s reflective cycle is an ideal model of reflection for students as it allows the student to elevate their thinking ability by analysing their learning experiences in the classroom. The role of this reflective cycle is to recognise the experience of different activities and alike situations to analyse the understanding accordingly. It assists students to establish effective analysis techniques including systematic progression. Gibbs’s reflective cycle allows individuals to isolate their feeling and attain advanced and systematise reflection processes of different experiences (Li et al., 2020). This reflection model includes the six different stages of reflection, which allows for evaluation of the thought process in an accurate and precise manner. 
· Description 
For the presentation assignment on Academic and employability skills, I decided to initiate the research of the topic by diving into various sections, which allowed me to make the research process hassle-free. The sectioning of the whole assignment allowed me to understand the roles and functions of the hospitality and catering industry.  I used various sources for the research on this topic, which ensure the completion of the task with high quality. I to attain an ideal understanding of academic and employability skills comprised by me used personal SWOT analysis, Eisenhower time management matrix and personal development plan. I have been taught about group presentation, essay writing and report writing within the class. This helped me to understand my strength and weaknesses comprised within me and develop an appropriate action plan to mitigate my specific weaknesses. I had kept enough time for all these sections to ensure the ideal formatting and structuring of the presentation. Keeping enough time also allowed me to re-read and find mistakes within the assignment and mitigate them before the deadline. 
Moreover, I used to take records and highlight the important points within the academic and employability skills section to attain effective understanding which will minimise the need for correction within the assignment. I also analysed the skills and requirements displayed by the various recruitment agencies and job centres to develop a better understanding. With in-depth research about this topic, I completed the presentation in an appropriate and attained positive feedback from teachers. 
· Feelings
In the initial stage of the assignment. I was enthusiastic and happy as the progress of the assignment was going according to my planning which minimised the unnecessary stress and made work easy. Even within the research process, I was pleased because I used more than one source for every topic and was given enough time to process the thoughts that made the presentation completion easy. The time management guidance given in the class was beneficial for me because it simplified my work schedule and ensured the task was completed before the allotted deadline. Organising studying and learning approaches made me feel comfortable and satisfied with the studying process. With personal SWOT analysis, I recognised my actual weakness which and abide me to take proper action for this. While working on the personal development plan. I was unable to finish the work within the deadline, which somehow diminished my productivity but I completed the overall task with my appropriate academic skill. Looking back on my working style, I feel highly motivated and satisfied with the comprised ability for completing future tasks. 
· Evaluation
The most satisfactory thing about this assignment understood the growth opportunity and potential threats for me with the personal SWOT analysis because it helped me to develop an effective career development plan. This was an ideal experience for me because I include the consideration of strengths, weaknesses, growth opportunities and potential threats within my career development plan. Research on recruiting agencies and job centres within the hospitality centre went well which effectively supported the completion of the presentation. I also received positive feedback and comments from my seniors and teacher for the analysis of academic and employability skills. However, I faced difficulty in the personal development plan section and that led to a delay in the completion of the section but keeping enough time for correction and proofing, allowed me to complete the overall presentation beforehand. Another bad experience associated with this assignment comprises difficulty in task completion within a specific situation. However, the overall experience was delightful and it assisted me to attain knowledge of different topics and myself. 
· Analysis 
According to my thinking the fundamental reason behind the completion of this presentation effectively and attaining higher understanding and skills within this is because of structured and systematic progression. The presentation was a section in a manner, which shows the connectivity of recent topics with the upcoming topic. This was possible due to organising study capability, which I learned in the daily classes. I came to learn that the systematic and sectioned working experience was valuable for me and I even like to work like this. This working approach allowed me to save crucial time and mitigated stress and correction concerns. Using more than one study resource for a given topic assisted to attain in-depth knowledge and understanding. In my research process, I found that various sources comprise a few missing elements and by using more than one source I was able to handle this situation effectively. In future assignments being aware of the skills required for the task will allow me to make ideal decisions and elevate the content quality to a higher extent. 
· Conclusion 
From this assignment, I got to leader that within the roadmap development process of completing a specific task sectioning the work appropriately will ease the work. It will also allow me to complete the task within less time and with higher efficiency. If this presentation would have been a group assignment then the quality of work could have been exponentially higher with the ideal collaboration of different team members. One of the important and helpful skills I could have used for this presentation comprises data analysis. With ideal data analysis skills, I could have attained the ideal knowledge of skills required by recruiting agencies within the hospitality and catering sector. After the presentation completion, I found various silly mistakes within it that led to time consumption for correction. I also learned that analysing the presentation thoroughly will minimise the risk of any silly mistakes within the assignments. 
· Action plan
For upcoming assignments and tasks, I will start by analysing the main topic and understanding the instruction provided for the completion of the assignment. Reading the guideline and instructions is the ideal solution for making the project easy and hassle-free manner. The action plan for my upcoming assignment and presentation will include the developing of a roadmap and highlighting important topics.  Another, important factor I will focus on in any future task is an increased effort within the research process because it can alter the quality output of the work and minimise the concern of missing any important sub-topic. It will also allow me to get positive feedback and appreciation from teachers. Moreover, the experience of this assignment is enough for me to suggest to fellow students to divide the assignment into different sections to minimise the workload. 


[bookmark: _Toc109468757]Conclusion
From the above report, it can be concluded that Gibbs’s reflection model is an ideal framework for students to display their experience with different projects. This report also displays that the individual has to attain time management skills by attending class and presentation working. The major finding of this report includes that I got positive feedback from the tutor for including the consideration of recruitment agencies within the hospitality sector. Utilising more than one resource for task completion will minimise the concern of missing any important topic. Another finding of this report includes that for future work reading the guideline and then developing an action plan is ideal for task completion. 
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Introduction

Employability skills are the transferable
capabilities that an individual uses in a particular
workplace. Some of the common employability
skills that are required in an employee are

Teamwork, leadership, problem-solving,
communication, self-management, punctuality
and many more (Indeed, 2021). The

presentation will discuss in detail the skills and
abilities that an individual should know to start a
hospitality business of its own.
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Personal SWOT
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Time Management Tool

¢ Quadrant One

The tasks within this quadrant hold a higher
importance than any other tasks and they
required immediate attention.

¢ Quadrant Two

These tasks for me will include the completion of
the exam syllabus, as it is essential for me but
does not include a pressing deadline. Tasks
present in this quadrant yield higher satisfaction
for me as they include a higher chance of
success within my career graph.

+ Quadrant Three

This kind of task for me will include daily gym
and exercise as it is urgent to complete within a
specific time but does not hold that much
importance compared to other tasks.

+ Quadrant Four

These tasks for me will include sports activities
because they do not include any pressing
deadlines. However, this task allows me to meet
the long-term goals of a healthy body and
physique
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Show an understanding of the world of work in
the chosen sector

Hospitality business is one of the largest sectors
of industry present around the globe that is
mainly involved in welcoming people by
providing comfort and entertainment.

This sector of business is generally broken
down into three categories- accommodations,
food and beverage and ftravel and tourism
(Breier et al., 2021).
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Working procedure in the Hospitality industry

There are several steps that are involved in the

working culture of the hospitality sector.

© Internal planning- Internal planning involves a
detailed objective and planning that will help in
the successful running of the business.

«Staffing- Staff are essential to provide a
satisfactory customer experience.

*Market research- This stage helps to identify the
demands of the customers and analyses the
competition present in the existing market.
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*Finances- Every business needs a source of
funding to develop into a successful sector in the
industry.

*Location- A perfect location is very important to
set up a business which can affect the sales rate
of that firm.
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© Procurement-A source of a supply chain or
manufacturers are vital for developing a
business. Hospitality sector use several
factors to meet the procurement criteria-

*Price- Hospitality owners look for suppliers
that meet their needs of competitive prices in
the market.

< Fulfilment of customer needs- The main
aim of hospitality industry is to meet the
needs of the customers.
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Recruitment techniques in the hospitality industry-

© Recruitment in the hospitality sector includes
many characteristics as they hire in high
volume, seasonal hiring, and employ people
who can prevent high turnover rate.

© Premier Inn is one of the leading hotel brand in
the UK that uses techniques like they hire for
attitudes and then training for the development
of skills (Statista, 2021).
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Mitchells and Butler’'s is another leading
hospitality giant that operates in the UK
market that prefers the recruitment of
employees not only base on their interviews
(Mitchells and Butler’s, 2022).

UL

Raleigh International follows the process of
providing training on recruitment and looks
for soft skill sin the candidates.
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Conclusion

The presentation explained in detail the strengths and weaknesses that are
required in an individual for doing a hospitality business with the help of SWOT
analysis, Time management tools and a Personal developmental Plan. Further,
the working environment that is present in the hospitality industry along with
the recruitment techniques that are followed by the owners is explained with
the help of well-known hospitality giants of the UK.
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