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[bookmark: _Toc165465446]Task 1 Reflective Journal
[bookmark: _Toc165465447]Introduction 
This reflective journal will focus on my course after completing 4 weeks in the Business Skills unit. I will apply ERA as the model, the Experience, Reflection and Action. The Era Model was introduced by Jasper in 2013 (University of Cambridge, 2021). In the section with the title “Experience” I will discuss the most important activities along with the topics covered each week. “The Reflection” part will be next, in which I will reflect upon, what I learned, what worked well, what was tricky, and how it correlates to a career in hotel industry. Last but not least, in the “Action” Part I will describe the actions I intend to take for the purpose of addressing my weaknesses that I have noticed in the self-reflection part. The illustration of the ERA model is given below for a better understanding. 

Figure 1 ERA Model
Source: Author’s Own
[bookmark: _Toc165465448]Experience
Week 2 is about how to do research, such as how to evaluate resources, cite, and paraphrase. We came across the CRAAP test (current, relevant, authoritative, accurate and unbiased) while source check. We exercised citing after the Harvard referencing style and Cite Them Right website. I wrote it to help prevent plagiarism. Throughout the class, which was in week 3, we discussed data visualization using Excel to generate charts and graphs. This was a practical session that equipped us with skills in generating different kinds of charts and presenting data in an understandable visual way. The core of Week 4 was devoted to the area of the law and health/safety of hotels. The UK laws, the details about the hotel staff duties, fire safety, pool management, guest security and the measures put in place for situations like pandemics were our focus. It would be displayed that safety was a matter of utmost importance in this line of work. The sixth week focused on improving transferrable skills encompassing time management and communication. The future of my studies We focused on prioritization of tasks, scheduling, and teamwork delegation. In communication, we learned about the verbal, written, and non-verbal, use of positive language and proper ways of complaint handling.
[bookmark: _Toc165465449]Reflection
After the end of these sessions, I feel I learned some vital competences necessary for hotels activities. I turned out to be extremely helpful due to the project and references training. I discovered how vital it is to credit the sources, paraphrase well and refrain from plagiarism because it is simply cheating. The CRAAP test gave me an excellent structure to elicit the source credibility objectively. The session was highly interactive and the fact that I had little prior experience with Excel charts/graphs motivated me even more. Showing data visually is at the heart sensing, that data is quite important when it comes to hotel management, reports and decision making. Now I am more confident in dealing with tools. The legal and safety aspects made me acknowledge that this was the reason the hotel industry was tasked to comply with various regulations and guarantee the safety of their guest’s and their staffs. From fire preparedness to hygiene to security protocols during crises– This is just a piece of the pie as there are so many areas that we need to be competent in. I now realise the importance of the continuous training.
The time management classes were extremely resonant not just for hotel realm but they were key for my overall studies and life as a whole. I am the kind of person who because of my incapacity to prioritize and accomplish too many things. It is my belief that the principles of time-blocking, prioritizing, delegating, and using task management software could be absolutely life-transforming for me if applied correctly. These things as well as the workshops are a valid approach to communication. In a way, I am an introverted person and I must develop myself to express myself clearly, confidently, and independently in both verbal and written circumstances. Those tips on effective language, active listening, and professional emails and presentations will support greatly my endeavours. Communication is the pillar of great guest relations. Generally, I am good with these because I have a captivating curiosity and zeal to learn. I was attentive and an active follower of the whole module topic. One more example of my analytical thinking capability in which I can deconstruct points and think logically has been presented while doing a self-analysis.
However, some key areas for improvement are:
· Time management and prioritization. 
· Verbal communication and confidence.
· Applying theoretical knowledge to practical scenarios.
Group activities highlighted my inadequacy in terms of team delegation, proper collaboration in teams, and thinking of how to solve an immediate problem. I feel overwhelmed whenever I am put in an environment I do not know. Firstly, while I am knowledgeable in the theory of the hotel sector, I need to be more exposed to the practical setting physically, processes and roles required for a better grasp of the application of these theories.
[bookmark: _Toc165465450]Action
Based on these self-identified areas for improvement, here are some actions I will take:
1. Time Management: Use a dedicated productivity tool for example, Pomodoro technique, time-boxing calendar, and so on. Seek advice from mentors. Prioritize tasks according to time requirements and significance each week.
2. Verbal Communication: Bring myself in those opportunities to gain experience in public speaking. It could be joining clubs, debating teams, or having a more active role in my classes. Take online training for a short time on body language, voice modulation etc.
3. Practical Application: Focus on trying to find an internship or part-time job in the local hotels to gain some first-hand experience. Expend resources to watch collaborate during my placements next year.
4. Collaboration: While working on group projects, be more proactive with volunteering before waiting for someone to allocate you a specific role. Learn how teamwork is achieved effectively.
5. Learning: Continue working on my professional development skills by reading books on hotel operations, regulations, the present trends in the industry, etc. if you achieve a degree then you may have to supplement your knowledge with additional self-study.
The reflection process through this plan is the one that has sharpened my strengths and gap areas. I have now gained a sense of internal motivation required to plug the holes during the coming months, in order to be a professional that has a wide range of skills and is ready for workplace success in the hotel industry.


[bookmark: _Toc165465451]Task 2: Action Plan
[bookmark: _Toc165465452]Areas for Improvement
[bookmark: _Toc165465453]Time Management
Effective time management is a critical skill for success in both academic and professional settings. Wolters and Brady (2020) recognized the pressure of academic success and investigated the procedures for time management. The theoretical models of framework helped in understanding the central idea of the research which helped me majorly while writing this reflection. Based on my reflections, time management is an area that requires focused attention and improvement. To address this, I will implement the following action points:
Utilize time management tools
I will adopt the use of a digital calendar or planner to schedule tasks, deadlines, and appointments. Additionally, I will create to-do lists and prioritize tasks based on urgency and importance.
Practice time blocking
I will apply the time blocking technique, where I allocate dedicated time slots for specific tasks or activities. This will help me stay focused and minimize distractions.
Seek support and accountability
I will discuss my time management challenges with my academic advisor or a mentor. They may provide valuable insights and strategies tailored to my specific circumstances. Additionally, I will consider finding an accountability partner to help me stay on track with my goals.
[bookmark: _Toc165465454]Written Communication
Effective written communication is essential for academic success and professional development in the hotel industry. Li et al. (2023) discussed some the success factors that will play a significant role to improve the professional and academic perform. To improve in this area, I will implement the following actions,
Utilize writing resources 
I will take advantage of the university's writing centre or online resources to enhance my academic writing skills. These resources often provide guidance on structure, clarity, and style.
Practice regularly 
I will seek opportunities to practice written communication, such as writing blog posts, contributing to online forums, or participating in writing workshops. Regular practice will help me develop confidence and refine my writing abilities.
Seek feedback and learn from examples 
I will actively seek feedback from lecturers, peers, or writing tutors on my written assignments or correspondence. Additionally, I will analyse well-written examples to understand effective writing techniques and apply them to my own work.
[bookmark: _Toc165465455]Areas of Strength
[bookmark: _Toc165465456]Verbal Communication
Ates and Sagar (2021) explained the significance of communication to achieve academic success. One of my key strengths, as identified during the reflective process, is my ability to communicate effectively in verbal contexts. Verbal communication has made me deliver and explain my thoughts and knowledge which has affected my academic life positively/ To further enhance and leverage this strength, I will take the following action:
Seek leadership roles
I will actively pursue opportunities to take on leadership roles in group projects, presentations, or student organizations. This will allow me to practice and refine my verbal communication skills in a variety of settings, such as facilitating discussions, delivering presentations, etc.


Task 3 Build a Personal Brand and Promote a Professional Brand
[bookmark: _Toc165463734][bookmark: _Toc165465457]Introduction 
In the era of highly-competitive occupation market, personal branding becomes a key element of career development. It is what distinguishes me from the others and gives employers an insight on who I am, what I am offering & why they should consider me. And since I have gotten employed in the hospitality industry, I have seen the necessity of building an excellent personal brand that highlights my specific knowledge and experience. Here, I am going to show you how I am developing my brand and strengthening it.
[bookmark: _Toc165463735][bookmark: _Toc165465458]Defining My Brand
My personal brand is an expression of my values, personality, and the myriad qualities that are Mine- ALONE. I have been through different jobs, including customer service, manufacturing and art, and some key parts of my business philosophy have surfaced, to be outlined below.
On a very personal level, I am proud of the high standard when it comes to customer service that I deliver. Whether that be me working as a cleaner, waiter, or in fast food service, my drive to satisfy customer needs has always been unyielding. Such commitment to exceeding the expectations of clients and customers is what defines my brand and make it a valuable asset in the hotel industry. Firstly, through my diverse professional background, I have learned to value adaptation and flexibility. Each time I have demonstrated my ability to work sharply in all kinds of environments: industrial, food, art and so forth. It is due to this flexibility that I am able to offer different angles and approaches whenever I take up a role or a challenge. The identity of my brand would be out without my ingenuity and finesse. My experience in the field of fashion design and clothing has trained my eye for details and my style of thinking unconventionally. I suggest that it can be a distinctive feature of the people who work in positions that demand creative thinking and innovative solutions as, for instance, event planning or visual merchandising. My brand is founded on the principle of a team and ultimate teamwork as the basis of success and goal achievement. I can work great in a team; however, I am able to work just as well on my own. This equilibrium is vital across many sectors, including hospitality, where both teamwork and individual insolvability are prevalent.
[bookmark: _Toc165463736][bookmark: _Toc165465459]Promoting My Brand
Building a strong personal brand is just the first step; I also need to effectively promote and highlight my brand to potential employers through LinkedIn. Constructing and displaying a strong personal brand is a slow process, but I am totally into it. It is not about showing that I am a unique candidate; it is about finding the ideal employment openings that will match my values, skills, and career ambitions. In this choice making journey I tried my best to keep myself unchanged. My authentic brand is mine alone, it embodies my unique learning, strengths, and objectives. I am not changing myself into someone else; instead, I am loving my journey and leveraging it for my brand story and promotional campaign. Over time and as I move ahead in my career, I will consistently be reworking and updating my personal brand in order to reflect my most current achievements and ambitions. I will crave opinions from people I rely on and be acquainted with the recent market trends that will keep my brand current and interesting. A strong and thoughtfully designed personal brand as well as proper promotion of it will make me on par with other candidates in a competitive job market by attracting opportunities that are suitable for me based on my professional goals and ultimate target of hospitality industry.
[bookmark: _Toc165463737][bookmark: _Toc165465460]Conclusion 
Constructing and displaying solid personal brand is a gradual process, but I am totally into it. It is not about showing that I am a unique candidate; it is about finding the ideal employment openings that will match my values, skills, and career ambitions. In this choice making journey I tried my best to keep myself unchanged. My authentic brand is mine alone, it embodies my unique learning, strengths, and objectives. I am not changing myself into someone else; instead, I am loving my journey and leveraging it for my brand story and promotional campaign. Over time and as I move ahead in my career, I will consistently be reworking and updating my personal brand in order to reflect my most current achievements and ambitions. I will crave opinions from people I rely on and be acquainted with the recent market trends that will keep my brand current and interesting. A strong and thoughtfully sdesigned personal brand as well as proper promotion of it will make me on par with other candidates in a competitive job market by attracting opportunities that are suitable for me based on my professional goals and ultimate target of hospitality industry.
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