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[bookmark: _Toc150618571]Introduction 
This reflective learning log aims to describe my experience and observations during the placement of the administrative job role that I have been offered by Ashford International Hotel. The duration of the placement was two ten weeks. I have learned three aspects of professionalism during this placement which I will describe using the four-stage Kolb’s Reflective learning model. This model will help me to focus on three major areas of professional practice such as self-development, vocational development and academic development. 
[bookmark: _k14rmyfvjjx2]

[bookmark: _Toc150618572]Kolb’s Reflective Model 
[bookmark: _3dz6q6qpua7b][bookmark: _Toc150618573]Concrete Experience 
This particular step of Kolb’s reflective model helps an individual to describe the learning experience obtained through specific professional practices. In this study, I have applied this model to describe my experiences and learning obtained by getting a placement at Ashford International Hotel, a four-star hotel in the UK. The hotel is located at Ashford Kent (Ashford International, 2023). This hotel provides private catering and elegant rooms to the guests. People staying at this hotel could get an experience of an Idyllic countryside location and view (Ashford International, 2023). I got the placement here in October 2023 and worked under senior professionals for 10 weeks. My responsibility was to manage the administrative work at the hotel and for this, I used to work from 9 am to 17.30 pm on Wednesday and Thursday only. My dress code for a 10-week placement was black shirt and black trousers. The major expectations of this project were proper arrangements in terms of administrative work on a daily basis and the advance purchase of uniforms before joining. I have learned a set of employability skills during this placement including effective time management, communication skills, active listening skills, note-taking skills and teamwork skills. These skills will help me to obtain growth and success in my professional career in the future. 
[bookmark: _75ydgbyquzb7][bookmark: _Toc150618574]Reflective Observation
The placement offered by the said hotel has helped me to obtain an excellent working experience in a hotel and understand the administrative operations of a hotel better. On the first day of my joining this hotel, I felt nervous regarding the new workplace, new job role, new responsibility, new people, in all a new environment. In the beginning, I got the support of my teammates and this has enhanced my team working ability. My ability to collaborate with my teammates has also been enhanced. The development of effective teamwork helps an individual working in a hotel to develop open communication and show respect for diverse people (Bardi, 2010). Developing this particular skill, I got an opportunity to learn from others through constructive feedback. During the placement, I also realised that my ability to work in a team in a collaborative manner was up to the mark. 
As a dedicated employee, I was committed to providing excellent customer service to the valuable guests of the hotel. I took the orders made by the guests, ensuring efficiency and accuracy in serving them accordingly by giving proper instructions to my juniors. Collaborating with the staff working in the kitchen, I relayed the orders made by the visitors in a prompt manner, ensuring that each dish maintained its highest standard as it was directly linked to the brand reputation. Effective collaboration and communication among the members of a working team are identified as the paramount for seamless operations of an organisation (Swart et al., 2022). Concise and clear communication helped my team to meet the ever-changing demands of the guests and this way a positive workplace environment also has been established while I did the placement at Ashford International Hotel. Beyond taking orders and delivering the orders accordingly, I strived to develop a strong personal connection with each guest of the hotel as I have good communication skills. 
[bookmark: _sbytofcszsrd][bookmark: _Toc150618575]Critical Reflection 
It has been identified from different resources that an effective learning process occurs through individuals’ academic progress through different stages of learning. It is essential to keep an eye on the logical analysis and observation power of an individual to understand the circumstances (ASET, 2017). At present, I can plan, execute and organise different events to attract more guests towards the service provided by the hotel. All these I have learned by pursuing a degree in hotel management studies. I was responsible for maintaining the gesture of the hotel in welcoming guests and organising the work schedule accordingly. During the 10-week placement, I realised that a deficit in achieving the necessary employability skills may disrupt my overall performance while I was serving my responsibilities at Ashford International Hotel, UK. Moreover, from my previous experience working in a hotel, I got a realisation that I was incapable of developing my time management skills which play a vital role in my professional career. Analysis of my work experience at Ashford International helped me to analyse the workplace communication I made with my seniors and colleagues. I used to convince the guests with my good verbal communication skills. Communication skill is recognised as one of the effective employability skills that help individuals avoid miscommunication in the workplace (Ab Rahman et al., 2019). Apart from this, I have also identified that I need to develop my time management ability to deliver proper service to the guests on time. I got the opportunity to assist the professionals at the administration level of the hotel which helped me to obtain knowledge of administrative works in the hospitality sector of the UK. 
[bookmark: _ckfj5vsssj93][bookmark: _Toc150618576]Active Experimentation 
This is the last stage of Kolb’s reflective model which is associated with individuals’ knowledge and experience through professional practice. This reflective model helped me to understand my job role and its efficiency. It is essential to determine the weak areas by doing critical reflection and evaluation of work experiences and learning through job roles in terms of internships and placement. A lack of proper identification of improvement areas may cause a delay in the process of evaluation in learning (Goulart et al., 2022). The development of an action plan would help me to develop my weak areas to raise my work efficiency and productivity further. It can be depicted through this reflective learning model that an action plan helps an individual outline the major areas of development with proper significance and purpose. I realised that I need to improve the identified weak areas of mine to perform the tasks according to my job role better in the future. In the below section, an action plan will be developed to determine the required actions and resources for the three major academic skills including time management skills, active listening and note-taking skills. Time will also be set to develop these skills as promotion or termination in a workplace depends upon this skill development. 
Action plan
	Objectives
	Actions Required
	Resources
	Time

	Time Management skills
	Effective interaction with senior professionals to obtain better observation and knowledge (Casado, 2012)
	Journals, websites, articles and most importantly the use of the internet
	3 months

	Note-taking skills
	Decisions need to be made on the important operational factors
	Academic books, workshops, seminars and events
	3 months

	Active listening skills
	Practice face-to-face interactions with teammates and seniors to stay focused on the topic of conversation. The development of this skill would help me to listen to the guests’ demands actively. 
	Audio files, training and development program, coaching and mentoring
	4 months


Table 1: Action plan to improve weak skills
(Source: Created by the Learner)
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[bookmark: _Toc150618577]Conclusion 
Utilising Kolb’s reflective learning model, I have described the placement process. I have also described my feelings and analysis of my skills and expertise in light of the administrative job role in a hotel. Analysing my work experience and learning, I can say that it is essential for an individual to develop the weak areas before joining any organisation. 
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