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Executive Summary
This report entails the analysis of the usage of the reflective model presented by Gibb to showcase the experience of individuals in their life.  It has included a detailed analysis of important topics learned by the individual within the assignment and class. Evaluation of situation and assignment are comprised in this report with the association of different topics taught in the classroom. This report also highlights the benefits of the action plan, time management and organised study and work. Apart from this, importance of public speaking, presentation and academic writing skill are discussed in this report. 
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Task 1: Individual presentation
[bookmark: _Toc109645396][bookmark: _Toc109651910]Introduction
· Professional skills refer to the skillset that enables an individual to excel in their professional pursuits (Orishev and Burkhonov, 2021).
· This presentation will analyse the skills relevant to the Hospitality industry.
· Then, it will conduct a reflective evaluation of my skillset for the sector and draft a development plan.
Professional skills are important abilities that pertain to the jobs of individuals and some of the common ones are effective communication, active listening, and critical thinking (Khanna, 2020). In this presentation, I will evaluate the skills required for my intended career in hospitality and match these with my existing abilities. I will then utilise this knowledge to draft an action plan for my development.


[bookmark: _Toc109645397][bookmark: _Toc109651911]SWOT analysis
This section will conduct a personal SWOT analysis regarding skills. A SWOT framework is a tool that enables an evaluation of various external and internal factors influencing an entity (Benzaghta et al., 2021).
Strengths
· I have good communication skills.
· I am good at solving various problems.
· I can easily learn.
My strengths mainly arise from my strong communication abilities using skills of active listening to understand others and express myself with effective communication. Further, I can also easily solve various problems that arise in my life. I also have a good capacity to learn as evident from my learning the various new concepts in my modules. 
Weaknesses
· I am weak in multitasking.
· I cannot properly engage with customers.
· I feel my expressing ability is better than my active listening.
My main weakness is my inability to multitask, which makes some of the demanding jobs in the hospitality industry unviable for me. Further, even with my good communication skills I often find myself nervous talking to customers, which is a weakness. I have also noticed that I can express myself better than understand others. Active listening is an important ability for hospitality employees (Dolot, 2017). Therefore, I must work on improving this skill.
Threats
· The COVID-19 pandemic is a threat to my professional pursuits.
· Brexit also negatively impacts my job prospects.
· Automation through Artificial Intelligence (AI) also threatens jobs in the industry
COVID-19 and Brexit present temporary threats to the industry and my professional goals. However, the process of automation currently poses a threat to the jobs in the hospitality industry (Ivanov, 2019). These may lower my professional growth in the hospitality industry.
Opportunities
· The hotel business is growing to present an opportunity for my professional pursuits.
· My knowledge of computers is an opportunity due to the increased reliance of the hospitality industry on the same.
· Reducing the threat of the pandemic is also an opportunity.
Currently, due to the recovery from the pandemic, the hospitality industry is growing especially with the help of digital technology (Vinod and Sharma, 2021). I may utilise this growth to ensure my professional growth and the achievement of my goals of success in the industry. 
[bookmark: _Toc109645398][bookmark: _Toc109651912]Time management tools
· A time management tool is the Eisenhower Matrix, which consists of 4 quadrants using important/non-important and urgent/non-urgent classifications (Strzelecka, 2022).
· This enables the categorisation of various tasks to enable improved time management.
	Eisenhower Matrix
	Urgent
	Not urgent

	Important
	Study course concepts
	Develop professional skills

	Not important
	Enhance peer learning
	Watch YouTube


Table 1: Eisenhower Matrix
(Source: Created by the learner)
Eisenhower Matrix is a great tool to improve time management, as it enables the prioritisation of various tasks of an individual. Applying this model to my current situation, I realise that the most important and urgent task at hand is to study the course concepts as it will enable me to develop myself for my professional pursuits. Further, developing my professional skills is important but not urgent and therefore, I may take my time to develop these. Another urgent but not so important task is to enhance peer learning, which may improve my understanding of professional skills but is not a reliable source of development. Finally, watching YouTube is neither important nor urgent right now.
Therefore, based on this I realise that I must immediately focus to complete studying my course concepts and developing my knowledge and skillset. This will enable me to focus on these tasks and enable me to achieve my long-term goals. Further, I must develop my professional skills even though it is not urgent meaning that I will schedule this task for later as these are important. This will enable me to accomplish this task within a proper timeframe allowing me to increase my abilities as a future employee in the hospitality industry. For increasing peer learning I would delegate this task as these do not contribute to my long-term goals reliably and will enable my peers to accomplish this task. Finally, I would delete the task of watching YouTube, which is unnecessary for accomplishing my long-term goals and is nether urgent. This would enable me to save time to invest in developing myself through other tasks and decrease my workload.
[bookmark: _Toc109645399][bookmark: _Toc109651913]PDP
To develop a personal development plan, I use the SMART objective framework to enable the creation of a robust action plan. A SMART framework is a tool that enables the development of explicit and qualitative objectives along with an action plan (Swann et al., 2022). I will focus on these three goals to improve my prospects as a future hospitality employee. This consists of improving my engaging ability with the customers, solving diverse problems rapidly, and improving my skill to multitask. I will improve my engaging ability by practising it with my peers and getting their feedback. This will enable me to increase the level of satisfaction of customers interacting with me, resulting in my improved professional growth. Further, I will improve my problem-solving abilities by proactively applying them and self-measuring my progress. It will enable me to become a better-suited employee in the hospitality industry in any role. Lastly, I will improve my multitasking abilities to improve my suitability for the hospitality industry as it forms a crucial skill for all job roles in this sector. I will achieve this by slowly trying to do more than one task simultaneously and asking for advice from my professors.
	Specific
	Measurable
	Achievable
	Relevant
	Timeframe

	Improve engagement with customers
	I will measure this through feedback from peers.
	I will constantly engage with my peers to decrease my nervousness and ask for advice from my professors.
	Achieving this goal would enable me to increase the satisfaction levels of customers interacting with me, resulting in my rapid professional growth.
	2 months

	Develop problem-solving ability
	I will measure this by noting the change in instances of situations I cannot solve.
	I will proactively offer help to solve various problems that I witness in my everyday life.
	This will enable me to effectively solve problems, enhancing my abilities and prospects as a hospitality employee.
	3 months

	Increase multitasking skill
	I will measure this by witnessing the number of tasks I can do simultaneously.
	I will slowly try to do more than 1 task simultaneously and ask for advice from my professors. 
	This will enable me to improve my performance as a hospitality employee, increasing my professional performance as a hospitality employee.
	6 months


Table 2: SMART goals
(Source: Created by the learner)
[bookmark: _Toc109645400][bookmark: _Toc109651914]Work in Hospitality
· According to Indeed (2021), some of the general professional skills are relevant to all industries.
· These comprise active listening, leadership, communication, computer, problem-solving, and time management.
The general professional skills represent the abilities that find relevance across industries due to the universality of their usefulness. These skills include active listening, leadership, communication, computer, problem-solving, and time-management abilities. The significant thing about these abilities is that these skills would enable me to gain the competence to properly perform and develop my abilities as an employee in the hospitality industry. For example, communication and active listening abilities enable hospitality employees to properly understand the queries and concerns of their customers. This enables them to adopt an approach that can lead to the customers having a satisfactory experience while using the products or services of their organisation. Further, problem-solving and time-management skills gain importance because of their ability to increase the effectiveness of an employee in diverse job roles (Brooks, 2022). For example, with good problem-solving abilities mixed with time-management, they would be able to break down complex objectives into small doable tasks and accomplish the same. Lastly, computer skills are an emergent ability for people because of the growth of digital technology leading to the rapid dependence of modern companies on it, resulting in its increased significance.
· For the hospitality industry, the especially relevant skills are communication, teamwork, interpersonal, multitasking, and emotional intelligence (ETC, 2022).
· The hospitality industry is focused on engagement with customers leading to increased emphasis on communication and emotional intelligence.
In the hospitality industry, the crucial aspect of the business focuses on the satisfaction of customers to enable sustained profitability. This leads to the emphasis on abilities that can ensure it, resulting in the focus of hospitality employers on skills like communication, active listening, interpersonal skills, emotional intelligence, and multitasking. These skills enable hospitality employees to ensure that their interactions with the customers end with customers feeling satisfied and happy. Further, abilities like good teamworking and multitasking skills enable hospitality employees to ensure that they can solve any issues that customers face in the shortest time possible. This results in the organisation performing beyond the expectations of the customers, resulting in them being extremely satisfied with a hospitality organisation and making them highly likely to repurchase its products or services. The skills of multitasking gain special importance in the industry because the sector needs to complete several tasks simultaneously. This makes employees with multitasking ability very valuable for employers, as they can single-handedly ensure the smooth operations of a hotel. It results in their rapid professional growth, resulting in the achievement of their professional goals.
· Prominent job roles in the hospitality industry include Hotel General Manager, Event Planner, Executive Chef, Front Desk Receptionist, and Housekeeper (Doyle, 2022).
· Based on my evaluation, suited job roles for me include Front Desk Receptionist and Hotel General Manager.
The hospitality industry offers diverse job roles and can accommodate diverse people with different desires and strengths. First, the general operations of a hotel present the opportunity for employment as a Hotel General Manager and related positions who deal with the daily operations of the hotel and ensure that all tasks are completed in time. This job role requires good communication, multitasking, problem-solving, and time-management abilities. Further, the various promotional needs of hotels offer another employment opportunity as an Event Planner, whose responsibilities comprise planning and conducting various events. This involves skills like creativity, communication, multitasking, and problem-solving abilities. Further, within the daily operations of a hotel, two important roles comprise the Front Desk Receptionist and Housekeeper (Ivanov, 2019). The former directly interacts with customers as a point of check-in and check-out and for solving any customer query and addressing any issues that the customers may face. Meanwhile, the latter has responsibilities consisting of maintaining the upkeep of hotel premises including rooms and common areas. The Front Desk Receptionist relies heavily on communication, active listening, and interpersonal skills while housekeepers need multitasking, problem-solving, and teamworking abilities.
Based on the previous sections, my strengths lie in my good communication abilities and the skills to easily resolve any issues whilst maintaining an atmosphere of cooperation and respect with all stakeholders. This makes me a good candidate for job roles like Hotel General Manager and Front Desk Receptionists due to an overlap of skills. Therefore, these two roles present viable options for my future professional pursuits.

[bookmark: _Toc109645401][bookmark: _Toc109651915]Conclusion
· This presentation reflected my abilities as a future employee in the hospitality industry.
· It noted the strengths and weaknesses that I have consisting of my communication and multitasking abilities respectively.
· It also evaluated the skills required in the hospitality industry and potential job roles for me in the sector.
The presentation enabled me to draft a plan for the future to ensure my development based on identified strengths and weaknesses. This would enable me to improve my suitability as an employee in the hospitality industry, which requires skills like communication, multitasking, active listening and more. I would utilise this knowledge to improve my abilities and improve my professional prospects as an employee in the hospitality industry.
For slides, refer to appendix
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[bookmark: _Toc109651918]Introduction 
Reflective writing can be defined as the form of writing, which include the analytical practice of describing the personal experience of an individual associated with different tasks (Williams et al., 2020). It is progressed with the vision of attaining meaning and value with the understanding of experiences for individuals. In this report, a brief discussion about the essential topics and things learned by the individual with the presentation working. This report will also display the use of the ideal reflective model for analysing the experience of the student within their working process and learning crucial aspects. The importance of time management and organised study for individuals within the hospitality industry will be concluded in this report. Discussion on the benefits of public speaking and presentation skills of students will be included in this report.  Further, this discussion will also include the functionality and the value of academic writing for students.
[bookmark: _Toc109397228]

[bookmark: _Toc109651919]Main Body
Essential topics that are discussed within the class include public speaking and presentation skills, time management, academic writing and organised study. All these skills hold significant value for me and other students. With regular classes and lectures, I came to understand the importance of comprising all these skills to ensure ideal career development. 
· [bookmark: _Toc109397230]Time Management
The most important skill for any individual is time management skill and I learned various tactics to elevate my time management skill. It can be defined as the planning and controlling of the time expense over different work and activities within their everyday schedule (Razali et al., 2018). This holds significant value for me and other individuals because it can integrate working productivity and performance and increase work capability. Time management allows students to complete a large number of tasks within specific time duration in an organised manner. Several benefits associated with time management comprise reduced working stress and effective growth within the career graph. Prioritising the important tasks is a key aspect of time management as it provides sufficient time for the completion of the task and spare time for other important activities. 
· Organising Study
An organised approach to study or work is a benefit for students and individuals as it allows them to do things in a systematic manner. Organising study is referred to as making the process of study easy and effective to ensure the enhancement of the knowledge base of students (Asikainen et al., 2020). This comprises various benefits for students as it makes the process of learning less monotonous and ensures the effective engagement of students. It also assists individuals within the hospitality sector to entail a higher focus on their study and support them to keep up with different tasks given by the teachers. Keeping the valuable information and assignments arranged allows me to work faster without any time loss for finding stuff. 
· Academic Writing
Academic writing is referred to the process of writing, which include a formal tone and a focussed, structured and concise presentation of different topic and literature (Akhtar et al., 2019). It also includes effective and authentic evidence, which will support the writing of students. The central objective of academic writing is to ensure a higher understanding of the given topic for the readers, which will ensure effective knowledge acquisition. It comprises the usage of easy vocabulary and terms, which allows readers to understand the difficult topic without any complications. This is the most important skill for me and other students as it ensures disciplinary learning and ideal usage of academic graphs, which will ensure career development. 
· Public Speaking and Presentations
Public Speaking can be defined as the process of giving a speech to a large audience, this is an important skill for students as it ensures the ideal presentation of a specific topic. Presentation and public speaking skills entail higher value for students as they ensue the communication of knowledge effectively. For hospitality students these skills allow them to create a distinctive image and encourage them to be a leader. Some students face difficulty in public speaking and think of it as a daunting task but this fear individuals can be overcome by proper guidance and speaking practice (Grieve et al., 2021). This will boost the morale of students and assist them to be good communicators. The presentation skill of mine is highly effective because I focus on the main topic of the assignment, which helps me to communicate things more clearly and concisely to the audience. 
[bookmark: _Toc103270533][bookmark: _Toc109397229]Emphasising the central topic in a simplistic way allows providing a higher understanding to the audience and ensures appropriate reader engagement. I also focus on visual appeal rather than a textual approach, which allows me to attain the attention of the viewer within the presentation progression. The structured procedure of the presentation ensures a higher understanding and readability for the viewers. The inclusion of short paragraphs and speaker notes within my writing process makes the presentation more effective. 


[bookmark: _Toc109651920]Gibbs Reflective Cycle 
The most appropriate model for reflection writing is Gibb’s Reflective Cycle. It can be defined as the management and self-reflection framework, which allows individuals to systematically recognise the valuable part of their personal experiences (Adeani et al., 2020). This is chosen reflection model for this report because it will allow the student to enhance their thinking skills and capability. Gibb’s reflective cycle analyses the past learning experience of individuals in a systematic manner which allows them to attain valuable things from it. The central role of this reflection model is to evaluate the experience of students within different tasks and activities and establish an ideal understanding by comparing alike situations. This model of reflection allows individuals to isolate personal feelings to ensure systematise and advanced reflection progression. Furthermore, Gibb’s reflection cycle comprises six central stages of evaluation, which ensure the analysis of thoughts procession in a precise and accurate way (Sekarwinahyu et al., 2019). The key aspect of this model is that it includes the consideration of good and bad experience and help individuals to understand the dos and don’ts within their study process. 
· Description 
For this presentation assignment, I decided to start the research process by dividing the whole assignment into different sections and sub-sections, which helped me to create an easy and effective process of work. The sectioning of the presentation allowed me to easily understand the main topics of the work and assisted the research process. Furthermore, I used more than one source for writing and understanding specific sections, which helped me to understand the function of a specific topic. I used the Eisenhower Matrix of time management, Personal SWOT analysis and a smart personal development plan to complete this task and attain valuable knowledge of employability and academic skills. In classes and lectures, I have learned about the presentation, report writing and essay writing and their best practices, which allowed me to improve my skills. Sectioning allowed me to complete the task quickly and spare enough time for proofreading and correcting any mistakes within the task. 
Apart from this, I used to keep records of an important section of the employability and academic skills by highlighting them. This minimises the concern of time loss within the several corrections in the presentation progression. I researched the employability skills represented by the different job centres and recruitment agencies, which elevated the quality of my project. For this, I also got appreciation from my teacher, which boosted my confidence and morale. With a rigorous research process, I completed the assignment in an effective manner and got positive feedback after the submission of the presentation.
· Feelings
At the start of the presentation, I was highly motivated and optimistic because of the sectioning approach for the assignment completion. This made me happy and relaxed as it minimised the extra stress within the working process and made things easy for me. I was also happy and satisfied with the quality aspect of the assignment as I included more than one source for researching and studying a specific topic. This not only increased my knowledge base but also mitigated the concern of missing any important point under a specific topic. Further, with an organised working and time management approach my work productivity and quality were increased to a higher extent, which motivated me at every step. However, I was unable to complete a few topics under my deadline that altered my workflow but I completed the overall assignment effectively. 
· Evaluation
The inclusion of a personal SWOT analysis was the most pleasing aspect of this assignment as it allowed me to attain an ideal understanding of myself by recognising my central strength and weaknesses. It also allowed me to understand effective growth opportunities for my career development and employability. This was a strong factor of the assignment as it displayed the potential threats for the students in the hospitality industry. I also include the research on the different recruitment agencies and job centres, which provided an active understanding of necessary skills in the current marketplace. However, the personal development plan took a higher time as I was unable to develop the action plan. For this, I consulted my teacher and understood the roadmap then completed this section. The overall experience of this presentation assignment was wonderful as I learned so many important things about the skills in the hospitality industry. 
· Analysis 
According to me the most motivating aspect for the completion of this task was the systematic and structured approach to working as this minimised the pressure for me and motivated me to work. With my organised study and working skill, I sectioned the assignment in a manner that the current topic showed connectivity with the next topic. In the classes, I got to learn that dividing complex things into different sections makes things easier to understand and I like this approach to work. This method allowed me to save important time and use it in proofreading and correcting the assignment. 
· Conclusion 
In the assignment on employability and academic skill, I got to learn that devising an appropriate roadmap will support the work progression by providing a wider view of the progression pathway. It will make the assignment easier and elevate the efficiency and minimise the stress. However, if this was a group assignment the work quality and productivity could have been amplified with ideal team collaboration. Data analysis is a crucial skill which I could use to complete the assignment and increase its quality and authenticity to a higher extent. After the completion of the presentation, I found several silly mistakes which consumed extra time within the amendment process and this made me realise that proofreading the assignment is an important aspect. 
· Action plan
My action plan for the upcoming tasks and assignments will include the analysis of the central topic of the work and start the work by following the given instruction for completing the assignment. Following the instruction and guidelines is an important thing and I will do that first before starting any upcoming project. The next step within my action plan will include structuring and dividing the main and sub-topics of the assignment, which provide me with a clear view. Furthermore, in future work, I will highly focus on the research section, as it comprises higher control over the quality of the work. This will help me to understand the topic and minimise the risk of missing any important topic. The experience of my current assignment is more than enough to suggest sectioning things before starting the project. 


[bookmark: _Toc109651921]Conclusion
From the above report, this can be determined that the reflection model of Gibbs is ideal for representing the experience of students in previous projects and assignments. This report displayed that time management is an important skill for individuals and professionals as it can elevate performance and productivity to a higher extent. One of the major findings of this report is that by following instructions and guidelines students can minimise the risk of correction and missing any important topic within the assignment. Furthermore, leveraging more than one source for understanding one topic will improve the quality of the study. 
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General Manager.
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rConclusio

* This presentation reflected my abilities as a

future employee in the hospitality industry.

* |t noted the strengths and weaknesses that |
have consisting of my communication and

multitasking abilities respectively. / a

e It also evaluated the skills required in the
hospitality industry and potential job roles for
me in the sector.
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