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Introduction  
This report is to analyse my academic and employability skills, my work experience and how to use my skills to find employment in the hotel and hospitality industry.  By preparing a report and writing my own SWOT analysis and outline my Personal Development Plan.
I am 48 years old woman, who is working in the hotel ‘’Shangri-La’’, London as a floor supervisor. Here I have received a good experience, especially at the housekeeping department.  For me accepting this job was an opportunity to introduce myself in the hotel industry. I already had experience in the hospitality. I used to work for a small company “The Hotel Alternative”, which is dealing with accommodation of people from AirBnb. There I started as a cleaner and over the next six months I proved myself to be invaluable member of their team, being promoted to Head of housekeeping and later to check-in staff. For the last two years I also started dealing directly with customers. At first, this would involve greeting guests on arrival and departure, the company then gave me further responsibilities which included pre-arrival communication with the guests, arranging any special request, meeting the guest and being their point of contact through their stay. During this time, I also directed cleaners and organized their schedules. At this time, I realized that, I do not have any experience in 5 star hotels and if I want to be a manager one day it will be reasonable to see all the process from inside. Two years later, I have abilities to cover four positions in the hotel, as Room Attendant, Laundry Attendant, Mini Bar and Floor Supervisor

	












[bookmark: _Toc25148226]Skills
 “Good careers are all about good decisions” (Becker, 2016)
Analysing ourselves, as we prepare ourselves step by step and carefully to select the decisions, to reach the desired career. However, every decision must be supported by the necessary knowledge. I am convinced that with much of hard work and perseverance, we can reach peaks in our career, as Barrows, C. W says: “Your career choice is probably the most important management decision that you will ever make-at least from your own point of view.” (Barrows, C. W. 2011)
My current academic skills:
· COMMUNICATION: I am highly dedicated and work well within a team.
· INITIATIVE: I am good at taking initiative and can be left to work on my own.
· ORGANISATION SKILLS: I am meticulous when cleaning, either myself or inspecting others and can organize a team within a required time frame.
Academic skills I want to develop:
· Writing skills: Writing skills are an important part of communication and I would like to improve them.
· Digital skills: I wish to improve my understanding and to have specialized skills to help me stand out from the crowd.
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The purpose of the SWOT analyse is to assess and align our or company’s strengths and weakness with the opportunities and threads to produce strategic alternatives. According to Sarsby, A. (2016) “SWOT has been around for decades and could lay claim to being the most widely used strategy tool in modern times. It is used by industry, commerce, and charitable and voluntary organizations. In higher education, SWOT is often in the curriculum of business studies and strategy training courses.”   (Sarsby, A. 2016)           
    The SWOT below represents four imperative skills that one is required to look at for business. Strengths are abilities which empower us or measure well qualities that need to be regarded. Weaknesses are characteristics that prevent our performance successfully and have to be approached. Opportunities are patterns, occasions and all the concepts, that we can capitalize to reach our targets. Threads are potential cases or effects beyond of our oversight which we need to plan or resolve how to relieve.
Strengths
· I am very good at tasking initiative and can be left to work on my own.
· I pay a keen attention to detail.
· I have right communication skills.
· I have energy, willingness and commitment to every job from start to finish.
· I am able to change activities and priorities to meet new demands.
· I can work effectively in a team.
Weakness
· I am distracted and cannot concentrate only on one activity. 
· I have lack of IT skills, including typing.
· Sometimes I make quick decisions under the influence of emotions. 
· I speak fast and make many mistakes.
· I have learnt many English words with the wrong pronunciation.  
Opportunities
· BA degree
· Chance to meet new people, working in the field of tourism.
· Internship experience
· Better career prospects
· Achieving a good level of academic English
Threads
· Work and studies balance 
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“Personal development planning is the process of creating an action plan based on awareness, reflection, goal-setting and planning for personal development within the context of a career, education, or for self-improvement.” (Smith, J. 2011)
The hospitality industry is one of the largest in the world and being involved in the management side entails a number of things. However, I can have a wonderful career that could potentially take me around the world. Improve consistency with my goals. Make the necessary efforts, during my education and after graduating, I will have better abilities for development both professionally and personally. In my opinion, the right career path to a hotel manager is to graduate from university with the aim of addressing the skills gap in the sector and if we have grace and perseverance we will be able to subdue peaks. 
Opportunities within hotel management are endless and to make the most of them one needs to be flexible. I will get to tackle new challenges every day and meet and make connections with people from all over the world. By developing transferable skills that are much in demand, not only in the hospitality industry, but more widely required in the service sector it will create limitless opportunities within the hospitality sector.
  As Jennifer Bobrow Burns said “You are on your way to a career in one of the most exciting field of hospitality provides one of the strongest and most interesting functions in the world.”  (Burns, J. 2010)
  By creating my PDP I realized how important is to have plans, to know your goals and skills.
	
	Short Term
0-12 Months
	MID Term
12-30 Months
	Long Term
30-48 Months

	


MY GOALS
	1.Better communication in English
2.To learn more about hotel management
3.Be good with assignments
	1. To have more experience in different departments.
2.Graduate the University
3. Acquire higher IT skills.

	1. International opportunities.
2 .Meet more creative people.
3 .Get a good position in a hotel with development potential.
Gain new experiences.

	
SKILLS AND KNOWLEDGE TO BE LEARNED
	1. Ability to deal with people.
2. Having more than a good grasp of English.
3. Office basic knowledge
	1. Develop qualities of successful leader.
2. Engage with staff.
3. How to handle customers when we don’t have the products.
	1. Ability to influence others to be able to drive them to a particular goal.
2. Being trustworthy.
3. Ability to be assertive.

	






HOW TO ACQUIRE THEM


	1. Observing the others leaders and managers during the placement.
2. Reading, listening and writing.
3. Start to use Word, Power Point
	- Always be wanting to find out during my placement what
people think, what people need, why something has happened,
how it could be stopped, and simple being involved in the day
today activities rather than staying on your place.
	1. B2 course
2. After achieving my various qualifications, I will have to begin by accepting a low level
managerial job perhaps in charge of a specific department.
3. To spend time working in different departments
within the hotel in order to learn more about how the various
departments actually work.

	RESOURSES

	1. Hotel placement.
2. Google books
3. Laptop, time, internet.
	BA degree
	B2 course

	START DAY
	June 2019
	June 2020
	June 2021

	EXPECTING DAY OF ACHIEVING GOALS
	June 2020
	Summer of 2021
	Sumer of 2022
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By preparing my SWOT analyse, I looked upon myself from multiple angles, as it is not easy to speak about yourself, honestly and objectively. When we know oneself from the weak side, then are more of strength and a chance to progress, combined with hard work and perseverance. We study at the university and build the way to reach the required qualifications. By writing our assignments, making presentations, listening to lectures we are able to create new ideas and as Jo Owen says:  “Ideas are the currency of communication. We are paid for our ideas. When we communicate we trade our ideas. ” (Owen, J. 2014).Our ideas are leading us to our goals. We need to create a way to identify areas for development. 
  Finally I would like to end with my favourite quote from Scott Belsky, which is “Making ideas happen= Ideas + Organizations + Communal forces + Leadership capability” (Belsky, S .2011).
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