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INTRODUCTION
My aim is for this assignment to prepare a report, analyse my current Academic and Employability Skills using my SWOT and PDP, and with its help how I intent to use these skills to find employment in the hotel and hospitality industry.
SWOT Analysis can be defined as – “SWOT Analysis is a strategic planning tool used to evaluate the strengths, weaknesses, opportunities and threats.” (Gurel and Tat, 2017, p.996) With the analysis I can identify what advantages I have with my strengths, and I can see my weaknesses what I have to improve. What are my opportunities through the improvement, who, or what are my threats.
Personal Development Plan (PDP) can be defined as – “PDP is a creative process, requiring time, curiosity, enquiry, toying with ideas, looking for inspiration, taking risks, learning new skills, building strengths, trial and error, discussion, false starts, rethinking, and even soul searching.” (Cottrell, 2015, p.4) It is very important to make this process in order to achieve the desired goals in the future.
Employability Skills can be defined as – “Employability skills are those basic skills necessary for getting, keeping and doing well on a job. Employability skills are generic in nature rather than job specific.” (Robinson, 2000, p.1) For example employability skills are: leadership, problem solving, decision making, communication, team work, organisation, confidence.
Academic skills are can be from nature, or we can learn and develop them. For example academic skills are: communication, writing, referencing, note taking, interview skills, time management. These employability and academic skills are essential in order to find, or keep ours future, or current job.
If I have a good, honest overall view about myself, my opportunities and threats it can help me find employment in the hotel and hospitality industry.
In the following session I will write about the importance of the academic and employability skills in the hotel industry.








2. THE IMPORTANCE OF ACADEMIC AND EMPLOYABILITY SKILLS IN THE HOTEL INDUSRTRY
[bookmark: _Hlk35793576]According to my searches on job search websites, like Indeed (https://www.indeed.co.uk/?from=gnav-homepage ), Reed (https://www.reed.co.uk/), I found out what are the required employability and academic skills for a hotel manager role. To be a manager in the hotel industry it requires exceptional communication skills, good leadership skills, strong knowledge of hospitality software, good IT skills, organizing skills, problem solving skills, good decision making, note taking skills, and critical thinking.
I find it out that employability and academic skills are overlapping, we can not separate them from each other.
In the hotel industry to have the above skills are essential. A hotel manager has to communicate on different levels between the management and employees verbally and non verbally to use the correct language in order to everybody, on every level understand the information. In the hotel industry managers should pay attention on the language barriers too, because some employees may not understand the language well. In order the manager should use the English required, or speak slower, or use more body language. A hotel manager has to be a good leader to organize the team for the better productivity. Because the hotels using their own hospitality software, like Opera, HotSos, Guest Messaging Software and many more, the hotel manager has to know how to use them. In order to organize daily tasks, departments, issues, business the hotel manager should make good decisions, solving problems. IT skills are also very important to send and read e-mails, store and check information, make presentations. 
In the following session I will analyse myself using SWOT analysis.











2.1 SWOT ANALISYS
In the next session I will analyse myself with SWOT in order to know myself. The tool is very useful, because it uncovers my strengths and weaknesses in order to high light what I have to improve in the future on the path to get a hotel manager position.

	Strengths

well organized
good team player
confident
motivated
good problem solving skills
work experience in five star hotels
knowledge of hospitality software
leadership experience

	Weaknesses

basic IT skills
not professional communication skills
easily loosing temper and tension
time management
not professional presentation skills


	Opportunities

With the university and Marriott Hotel
building network with professionals
building connections in hospitality business
to get better payment
get knowledge for my future plans

	Threats

competitors from other universities
people with better connections
people with better experience
limited time with work and life balance



During my twelve years hotel job experience in Jumeirah Carlton Tower Hotel, I have learnt how to organize myself and work in a team. I was a house porter, then a linen porter, and a last two years I became a senior assistant linen porter. In these jobs I had to learn and developed how to organize, prioritize my daily tasks, like receiving, storing, giving out and delivering linen and staff uniforms, doing guests requests, and work in a team in order to do my job perfectly. It indicates that I have good organization and team work skills. When I became senior assistant linen porter, I have learnt how to use the software in the hotel, like Opera and HotSos to check occupancy and reports. Monitor linen usage and discrepancies using Excel. Doing invoices and involved in stocktakes, send e-mails. It indicates I have knowledge in hotel software and IT. At weekends I had to lead the linen room team and communicate with other departments and sort out issues, which is show I have leadership skills and decision making skills too. 
But how it shows above in my SWOT analysis these IT skills are basic, because I do not have deep knowledge in order to make professional diagrams, presentations and many other things what are essential for a manager. As a weakness I have to high lite my temper. I can lose it easy sometimes. After reading a book – The Business Student’s Guide to Study and Employability (Morgan, 2016), and do some test through it, I can make myself sure that I have the following weaknesses. I have problem with the time management, in instance most of the times I leave the tasks to do at the last time. I have problem with the communication, because English is not my mother language, so my academic English is not enough good. I know, I have leadership skills too, because most of the time people following, listening to me, but I am not enough confident with some situation, and my decisions are not accurate sometimes.
In the next session as I understood, what are my strengths and weaknesses I can prepare my personal developing plan.























2.2 PERSONAL DEVELOPING PLAN
My five years long term goal is to become a linen room manager in a five stars hotel. In order to reach this goal, I have to develop my above listed weaknesses, and even make more perfect my strengths, and make a timeline how I will do this process.
· Control my temper – I can take yoga lessons, which is helps to find the right way to myself, and why I lose my temper easy. It also helps to manage stress too.
· Academic English – I can take advanced English course and spend more times with professional people.
· IT skills – I can take advanced IT course, or even I can develop myself at home with practicing and online web sites.
· Time management – I can implement 4 D’s of time management, which stands for: delete it, delegate it, defer it, do it. The first category requires figuring out how to channel through errand list and furthermore figure out how to disapprove of certain task. The second category are the tasks that could be assumed responsibility by another person. The third category is stand for prioritise, decide what tasks need immediate attention. The fourth category is the do it. In the event that the activity is dire, it is smarter to do right away. An incredible method to actualize this is to take a gander at the plan for the day regularly. See which undertakings should be erased, done, designated or alluded. (Omnis Group, 2015)
· Decision making – I can improve it to learn how to make decision. The way of making decision is the following. First identify the problem, then collect relevant information. When we know what the problem is, and we have the correct information about it, we can develop alternatives and evaluate each of them. After we can select the best alternative to implement the best decision, which we have to follow up and evaluate. (Moodle uwtsd, online)
In terms of further improvement of my skills I can adapt other methods too. In instance I have to do a presentation or write reports, I can use CRAAP Test in order to find out I share the correct information. 
According to (Wichowski and Kohl, 2013) there are five criteria of the CRAAP Test evaluation:
1. Currency: the timeliness of the information. When was the data distributed or posted, is it reconsidered or refreshed?
2. Relevance: the importance of the information for the needs. Does the data identify with the theme or answer the inquiry, is it at a proper level, who is the crowd?
3. Authority: the source of the information.
4. Accuracy: the reliability, truthfulness and correctness of the content. Where does the data originated from, is it bolstered by proof, are there spelling or language mistakes?
5. Purpose: the reason the information exists. What the motivation behind the data, is it illuminate, educate, sell, engage or convince?

	TASK
	SHORT TERM
	MID TERM
	LONG TERM

	CONTROL TEMPER
	Taking yoga lessons.
	Internship, and go than similar.
	Anger Management Course

	ACADEMIC ENGLISH
	Taking advanced English course.
	Internship, practicing at workplace, and go than similar.
	Spend more time with professionals.

	IT SKILLS
	Taking advanced IT course.
	Internship, and go than similar.
	Practice and improve, trainings at workplace.

	TIME MANAGEMENT
	Doing 4 D’s time management.
	Internship, learn from professionals, and go than similar.
	Practice and improve, trainings at workplace.

	DECISION MAKING
	Learn how to make decision.
	Internship, learn from professionals, and go than similar.
	Practice and improve, trainings at workplace.

















3. CONCLUSION
To find a manager job in the hotel industry it requires to have good academic and employability skills. Because a hotel’s goal is made the guest’s satisfied the manager should be well qualified. Not just with the school and skills, even personally. When the decision was made to be a hotel manager, I should look into myself and ask others, what should I improve. In order to help through this process I can use SWOT analysis, and I can make a personal developing plan.
The SWOT analysis is a useful tool, because helps to find out the strengths and weaknesses, what are the opportunities and the threats. The analysis high lights the weaknesses, which ones should be improved.
To make a Personal Developing Plan can help through to eliminate these weaknesses, or to improve them. The importance of this plan to make clear stages through the development in order to achieve the desired goals. Trough the short, mid and long term stages we can see what I achieved and what I should improve more. It gives a motivation for me too.
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