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Task 1 
There are different skills needed for a Front office Manager position. In one advertisement for a Front Office Manager position in Stoke Park LTd was stated that the required skills are excellent communication skills, organisation skills, leadership skills, excellent customer service skills (uk.Indeed.com, 2026). An individual who applying for this position needs to have strong leadership skills to be able to lead, coach, and support the team. Furthermore, ensure effective communication across the team and support the induction and training of all new team members. Moreover, lead all daily front office operations to ensure accurate handling of guests accounts and control the cost of front office operations. Excellent communication and customer service skills to ensure exceptional guest arrivals, guest satisfaction, coordination with other departments and proactively engage with guests. In addition, organisation skills to operate daily check-ins and checkouts, manage rota planning, manage room assignments and efficient allocation of responsibilities. 

In addition, for a same position in The Waldorf Hilton are needed customer service, organisation, excellent leadership, interpersonal, and communication skills (caterer.com, 2026). This position is for someone who is able manage, lead, and develop people so leadership skill is essential for this role. Furthermore, the role requires to support team members and ensure they have current knowledge of the hotel and are continuously trained so active listening and communication skills are needed. Moreover, the responsibilities also include operating the entire Front Office to maintain high standards, managing room assignments, and deliver high quality customer service therefore organisation and customer service skills are required.
Therefore, as can be seen above, both positions ask for communication skills to communicate effectively with other departments, maintain a positive environment, and engage with guests. In addition, both positions require organisation skills to be able to operate the Front Office, effectively allocating the responsibilities between staff and coordinate with other departments. Also, excellent customer service and leadership as you need to be able to deliver high quality customer service, lead and coordinate the team.
I believe that one of the most importance skills is communication skills. Since effective communication is essential in the workplace, effective communication with team can provide clarity and improve overall productivity. Furthermore, communication with guests helps staff to understand how to meet their expectations and to ensure they have an expectation all stay.



Task 2 
“A SWOT analysis is a planning tool used to understand key factors - strengths, weaknesses, opportunities, and threats - involved in a project or in an organisation.” (CIPD, 2025)
“A SWOT analysis can help you to assess the current situation
and help visualise where you want to get to in the future, it helps to generate ideas,
seize opportunities and overcome challenges.” (Improvement Cymru Academy
Toolkit Guid, n.d.)

	Strengths  

· Strong communication skills
· Teamwork skill
· Problem-resolving skills
· Public speaking
· Well organised
· Adaptability skill
· Excellent time management skills
· Over two years work experience 
· Education
· Quick learner 


	Weaknesses

· Struggle to work under pressure
·  Lack of leadership skills
· Avoiding of conflicts
· Limited networking
· Overthinking decisions 

	Opportunities 
· University Student
· Living in London 
· Internships and Apprenticeships 
· Networking through events, platforms, and collaborations.


 

 
 
	Threats 
· Financial Crisis
· High competition 
· Economic instability 
· Rapid changes in technology and skills 




Evidence of Readiness 
In the future I would like to become a HR assistant. I believe that I currently hold a number of skills that will make me employable. 
Currently I am studying for the Certificate in business during that time I have developed a number of skills. I have improved presentation and public speaking skills by delivering a presentation in front of the audience. I believe that this skill will help me to deliver clear speeches, lead meetings, and support employees as it is important aspect in the workplace as an HR assistant. Moreover, I have developed teamwork and communication, and conflict resolving skills by working on a team project as it is important to express your point of view but also to listen to your team and collaborate effectively to achieve a common goal, which we successfully did. Furthermore, I have developed time management skill as I need to stay on track with studies and submit all the assignments on time. I believe that the skills mentioned above will help me to effectively communicate and collaborate with team members and with other departments and build positive relationships with employees. 

Currently I am working as a barista/ waitress, I am responsible for delivering high-quality service and meeting customers expectations to ensure an exceptional experience, so I have strong customer service skills. I have applied and developed excellent communication and problem-solving skills as daily I need to communicate effectively with customers, face the challenges, adapt quickly, and resolve the problems. 
Also, I have applied and develop teamwork skill, which allowed me to collaborate effectively with my team and provide high quality service, especially during busy shifts and maintain a positive environment. In addition, I have supported new staff members by guiding them through the work processes, helping them to adapt quickly which help me to develop my leadership skills.

Previously, I received positive feedback from my manager when working as a barista/waitress for quickly adapting to a new environment, communicating effectively with colleagues, and remaining flexible when priorities changed, including covering shifts and adjusting my working hours when required.
Overall, these skills demonstrate my ability to communicate effectively, adapt to changes, and maintain a positive environment. In addition, I am able to support employees, handle any challenges and responsibilities, and perform effectively in an HR assistant role.


Task 3 300
Employability Goals 
In the future I have a range of goals I would like to achieve:
Goal 1 – Graduate with high marks
Goal 2 – Get a driving licence 
Goal 3 – Improve a leadership skill
Goal 4 – Gain a work experience as manager in hospitality industry to apply and develop my skills
Goal 5 – Improve a presentation skill
Goal 6 – Secure a place on an LLB Law course  
Personal Development Plan 
“A Personal Development Plan (PDP) is a strategic roadmap that individuals create to identify their career goals, assess their current skills and competencies, and outline actionable steps to acquire new skills and achieve their desired outcomes.” (Intelligent people, 2023).
“Having a PDP helps you stay focused and motivated in achieving your personal goals. “(CPD, 2022).

	 
	Short-Term Time Frame  
 
What do I want to  
accomplish in the next  
three to six months? 
 
	Mid-Term Time Frame  
 
What do I want to  
accomplish in the next  
six months to two years?  
	Long-Term Time Frame  
 
What do I want to  
accomplish in the next  
two to three years?  

	Section 1 - My Goals   
  
What are my overall goals that I want to accomplish in this time period?  

	 Goal 1
I want to graduate from the CertHE business with high marks in the next three months. 
Goal 5
I want to improve a presentation skill.

Goal 6
I want to secure a place on an LLB Law course
	 Goal 2
I want to get a driving licence.

Goal 3 
I want to improve leadership skills.

Goal 4
I want to get a work experience as a manger in hospitality industry to apply and develop my skills. 
	  

	Section 2 - Skills and Knowledge to be  
Learned  
 
What specifically do I need to learn? What project do I need to work on?  

	 Goal 1
Complete assignment, and time management to complete deadlines.

Goal 5
Practice by speaking in front of others, deliver a presentation, get feedback. 

Goal 6
Strong academic grades that meet entry requirements and well-written personal statement.
	 Goal 2
Pass theory and driving test.

Goal 3
Take a leadership role in a group projects.

Goal 4
Research the skills and experience required. Work on improving skills such as decision-making, problem-solving, leadership, and communication skills.
 
	


	Section 3 - Next Steps 



How am I going to acquire the skills and knowledge? How am I going to do this project?  


  

	Goal 1
Submit the assignment. Write term 3 assignments.

Goal 5
I will give a presentation for the Enterprise and Entrepreneurship module and use feedback to improve my skills.

Goal 6
Research entry requirements for LLB Law courses, achieved strong grades and submit a strong application with personal statement.
	 Goal 2
Practice driving lessons and learn theory.

Goal 3
Take an initiative in group projects and practice decision making to be confident in my decisions and be able to lead a team.

Goal 4
Apply for a job based on the relevant qualifications, experience, and skills I already have.

	 


	Exact timing
	Goal 1
June 4th 2026

Goal 5
May 15th 2026

Goal 6
September 2026
	Goal 2
September – October 2026

Goal 3
September – December 2026
Goal 4
January 2027-December 2027
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