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[bookmark: _Toc70687536]Task 1: Presentation




A detailed analysis of employability skills as well as academic skills will be highlighted in this presentation. It will highlight SWOT analysis as well as time management tools which are very significant for the manager of a hotel.  


I have completed a bachelor's degree in hospitality from a recognised university. I had participated in the training programme to increase my knowledge about the roles and responsibilities of the managers in the hotel. I had attended multiple Hotel Management programs to enhance my level of knowledge regarding economics, marketing and food and beverage management (Al-Wattar, et.al, 2019). I have also another degree in the lodging management program of American Hotel and Lodging Educational Institute.  



I am very much aware of customer service skills since I know that customers are one of the important stakeholders in the hotel industry where I have to make them satisfied. It is my job to make sure that my customers are having a great time and there is nothing to worry about. Customer service is all about being both positive as well as protective. When I am dealing with a difficult customer, I am always smiling and behave gently to the customer. In the hotel industry, a certain percentage of customers that I have faced are from abroad. It indicates that working with people from a variety of cultural backgrounds. As a result, I have the ability to be culturally aware and adapt to attitudes as well as norms that are different from my own which is crucial to building a successful career.  



Strong communication skills have been valued in every industry but for the hotel industry, every day I am dealing with people from different backgrounds, nationalities and temperaments. It is very significant to communicate in a way that is both clear and understandable (Al-Wattar, et.al, 2019. Here, I can represent the brand of the employer. It is one of the significant reasons where hospitality can be so difficult to work. I have the ability to multitask and handle various tasks when I can serve well. It means that I can prioritise and manage my time efficiently.  



As an employer of the hotel industry, I have to depend on the customer-facing staff to uphold the reputation of the hotel. It is very significant for me to remain highly professional every time (Turner, et.al, 2017). It means making sure that I looked tidy and well-groomed. I am staying cool in a difficult situation and do not react negatively when dealing with an angry customer. I have the ability to work well with others in a busy time. It has proved very much beneficial for the hotel since they are feeling very much confident while working in the team where I have involved in every activity of the team.  


I can communicate with others and the most important thing is that I can behave gently with the visitors when they are asking frequent questions to me. Currently, I am lagging in making quick decisions on behalf of the hotel.  



ActiveCollab has been used by me for managing the project that can make it easy to maintain a proper track of the current scenario of the hotel. In this way, I can create tasks with multiple deadlines (Blayney & Blotnicky, 2018).
.  



I have according to my skills and then I have set a deadline where I can continue the task in a certain period of time. 


This presentation had highlighted the relevant skills that are very important for a manager of the hotel. I have maintained a proper track of the current activity of the business.  









[bookmark: _Toc70687537]Task 2: Report
[bookmark: _Toc70687538]Introduction 
Reflection about the learning would help in the identification of the understanding regarding the different topics that has been dealt throughout the course. It would help to learn the experiences gained and identification of the areas I still lack proper understanding. Thus, this report would focus on utilising the Gibbs’ model of reflection in discussing four important topics that has been covered in the module learning process with an effective analysis about what I have known about the topics and what I have learned through the module along with aligning the knowledge gained from outside the classroom. It is essential to reflect on my understanding process since it would provide me with the idea regarding my progress in terms of learning different topics which would be important in my future.    
[bookmark: _Toc70687539]Gibbs’ Model of Reflection 
The Gibbs’ model of reflection or the reflective cycle was established in the year 1988 by Graham Gibbs with the aim of providing a structure for different learnings that are gained through experiences (Wain, 2017). It is an effective tool for reflection as it offers a framework in examining the different set of experiences and the cyclic nature of the model additionally helps in tracking the repeated experiences which in turn helps in effective learning and planning of the things which went well and the things which did not go well. The Gibbs’ reflective model has six definite stages. The first is the “description” stage which describes the experience, next the “Feelings” stage where thoughts about the experience are shared. Then the “Evaluation” stage where the experiences are evaluated based on good or bad. Next is the “Analysis” stage where the situation is analysed. Then the “Conclusion” stage which deals with an overall summary and lastly the “Action Plan” stage which works on dealing with the similar situation in the future. 
[bookmark: _Toc70687540]Description 
The module regarding the academic and employability skills has been a highly effective module as it has provided me with the opportunity to learn about the important skills that are required in the regular study habits, the different learning strategies and various time management ways that would help me in learning and absorbing effective the lessons that are taught along with the learning of the skills which would be important in the later stages of life in terms of employability. Among the series of topics that has been covered in the module, the four basic topics which have been identified to be important by me are time management, academic writing, paraphrasing and reflection. 
As per understanding on the topic “Time Management”, it is described as the process which includes planning and organising in terms of dividing the time effectively among all the required set of activities to be completed. It is a way to exercise a sense of control on time being spent regarding specific activities with the aim of enhancing productivity and efficiency (Claessens, et al., 2007). 
“Academic writing” is the process which includes describing facts and information in a clear, structured and focused manner with the help of a required set of evidence (Zemach & Rumisek, 2016). It works on helping with a better understanding regarding topics in a more formal manner. 
“Paraphrasing” can be established as the process where someone else’s ideas are utilised through our own set of words which includes rewriting a paragraph without changing the original meaning of the text which forms an important part of academic writing as well (Xu, et al., 2012). 
Lastly, “Reflection” can be described as the process of documenting different responses in terms of different experiences, events, opinions and new set of information (Kornblith, 2012). This helps in communicating the thoughts and responses regarding different experiences through responses. 
[bookmark: _Toc70687541]Feelings 
All the topics can be assessed as important in the academic purposes as well as in establishing a successful future. In terms of time management, I feel it is important in accomplishing daily life activities as it ensures to help to the deadlines and manages to achieve the requirements on time and at times before time. It helps to eliminate wastage of unnecessary time with a clear schedule and ability to accomplish a greater set of activities for success. Most importantly it helps in prioritising the work and eliminates the unnecessary stress regarding deadlines.  
For academic writing and paraphrasing, I feel both go hand in hand and play an important role in academic progress. Academic writing ensures to communicate the thoughts precisely in a simpler manner and paraphrasing aids in the entire process of representing the thoughts with the help of others’ ideas. Paraphrasing forms an important part of academic writing as it provides the source of writing in our own words.  
Lastly in terms of reflection, I feel it is very important in every stage of our life, especially in terms of learning as it allows us the opportunity to revisit our experiences and helps us to take an insight regarding the topics learnt and the area we still lack (Chang, 2019). This helps us to work on our weaknesses and establish our strengths. 
[bookmark: _Toc70687542]Evaluation 
On evaluating all the four topics learnt through the module, I have gained a series of ideas and experiences to polish my understanding on each of the topics. Regarding Time management, the course has helped me to learn the importance of time and the necessity to prioritise each task in accordance with the time of delivery and set deadlines. This has helped me to divide my day with routines in accordance with the assignments to be submitted which helps me to keep a track of the deadlines and allows the submission of the work on time. This helps in overall enhancement of my efficiency at my tasks and assignments. 
Next in terms of academic writing, I had a poor start since I had limited knowledge about academic writing and my abilities to portray my ideas in an effective manner was equally limited. But the course has helped me to develop an in-detailed idea regarding academic importance and the points to be remembered while writing like to make usage of smaller sentences and avoid using long sentences as much as possible. Then it has also helped me with the idea that academic writing should be simple in nature and should not be complicated with unnecessary words.  The sole purpose I understood from learning through the module for academic writing to provide a better understanding to a reader about a topic with effective evidence and in a detailed structural manner. 
For paraphrasing, I have understood that it is necessary to have a good stock of easy sets of words which would help to rewrite the ideas of others in an effective manner to establish our own ideas and thoughts. Also, paraphrasing helps to save a lot of time in establishing ideas on a specific topic with better understanding. I have also learned that the inclusion of better ideas from others with paraphrasing helps in increasing the credibility of the work and provides an authority as well. Hence it forms an important part in academic assignments and learning. 
[bookmark: _Toc70687543]Analysis
On analysing my ability on each of the topics and skills through the learning procedures of the module, I have identified that my time management skills are moderate where I have the ability to differentiate effectively the important set of tasks and prioritise in the demanding manner. I lack at sticking to the assigned time for each task where I tend to cross the allotted time for a particular task and keep lagging at other tasks. This needs me to reallocate time almost every week in accordance with the task which interferes with the level of efficiency. 
Next, for the academic writing skills, I would be considering myself to be improving and have gained a good idea regarding this skill. The module has helped me to consider learning about the different patterns of establishing academic writings and the importance to avail valid sources in terms of including any related information and data. I have also analysed that in establishing an academic writing, it is important to have a good understanding with appropriate sources.  
In terms of paraphrasing, the module has helped me with the learning and I can analyse my skill to be good. I have the ability to replace the words well to frame my own sentences with the original idea. I have also learnt the importance of citing the author from the place the idea has been derived from. This plays an important part of paraphrasing which helps to maintain the authenticity of the work along with increased accuracy. It is ethical to provide the original author with the credits for the ideas and by doing so, the quality of the work increased.
Lastly, reflection can be identified to be a very important tool in establishing the strengths and weaknesses among oneself which is learnt in the module and the experiences gained from the process of learning. The idea of reflection helped me to think more deeply about the different experiences through the module and the different steps taken by me after learning which formed as an experience to further learn from them. For example, the time management ideas learnt in class and implemented were to a point effective and helped me to understand the ground I lack. This reflection on my abilities would help me to grow and learn things that would support my future. 
[bookmark: _Toc70687544]Conclusion 
In conclusion, I have learnt that all the four topics being discussed in the module forms an important part of our daily lives. I have been improving every day with the learning initiated in the module. My talent management has improved to a level where I am assigning myself deadlines prior to the actual deadlines of the tasks. My academic writing skills have improved since I have a proper understanding in the different structures of academic writings. In terms of paraphrasing, I believe to have the knowledge in framing my sentences with the same idea of others with proper citations. In reflection, I am gaining knowledge in reflecting my experiences which would be utilised in my future to improve my skills and learning. 
[bookmark: _Toc70687545]Action Plan 
I have gained quite a good understanding in each of the topics through the help of the module, but there are ways to be implemented in improving my skills in an effective manner, which would be included below: 

	Topic 
	Resources to be used 
	Actions to be implemented

	Time management 
	Charts and ideas from online videos. 
	To make lists every week on the tasks to be submitted. 
Complete all the tasks in accordance with the time allotted in the list. 
Learn new ideas from online videos to manage time. 

	Academic writing 
	Online research papers, articles, books about academic writing. 
	To maintain notes about different styles in academic writing. 
Practice writing one piece of academic writing every week and evaluate on the basis of evaluating factors that would be learnt from the books. 

	Paraphrasing 
	Dictionary, novels, internet services. 
	Reading at least one novel in a month to increase the stock of words. 
To learn at least five new words from the dictionary every day to increase the stock of words. 
To keep a track on the internet for new words which can be used in replacing the old words with new.  

	Reflection 
	Books and pdfs
	To learn about reflective models from different books to differentiate the experience gained from learning. 



[bookmark: _Toc70687546]Conclusion 
In an overall conclusion, the Gibbs’ Model of reflective cycle has been a highly effective tool in the representation of the experiences in terms of the four different topics that were learnt in the module. It has helped me to learn the improvements I have made on myself through the learning of these topics and the areas that are left to be improved in the future. Altogether, the learning process was exciting and highly knowledge gaining. 
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Introduction



This presentation will be focused on the details of academic as well as employability skills that are required for the manager of a hotel. 

The manager has to manage all the aspects of the business and check whether the business is going on the right track or not. The person is very much aware of the goals and objectives of the hotel and for that reason, proper observation of the performance level of the employees are very significant for the hotel. 

It will discuss the relevant skills which are very important to continue the flow of work and secured the position of the company for a long time in the hotel industry. 











A detailed analysis of employability skills as well as academic skills will be highlighted in this presentation. It will highlight SWOT analysis as well as time management tools which are very significant for the manager of a hotel. 
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Academic skills of the hotel manager

Bachelor's degree in hospitality or hotel management. 

Should attend a training program to make a clear knowledge about the manager in a hotel. 

The candidate can attend Hotel management programs that have included different courses on accounting, economics, marketing, housekeeping and food and beverage management.











I have completed a bachelor's degree in hospitality from a recognised university. I had participated in the training programme to increase my knowledge about the roles and responsibilities of the managers in the hotel. I had attended multiple Hotel Management programs to enhance my level of knowledge regarding economics, marketing and food and beverage management. I have also another degree in the lodging management program of American Hotel and Lodging Educational Institute. 
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Employability skills of the hotel manager



Customer service skills

Cultural awareness











I am very much aware of customer service skills since I know that customers are one of the important stakeholders in the hotel industry where I have to make them satisfied. It is my job to make sure that my customers are having a great time and there is nothing to worry about. Customer service is all about being both positive as well as protective. When I am dealing with a difficult customer, I am always smiling and behave gently to the customer. In the hotel industry, a certain percentage of customers that I have faced are from abroad. It indicates that working with people from a variety of cultural backgrounds. As a result, I have the ability to be culturally aware and adapt to attitudes as well as norms that are different from my own which is crucial to building a successful career. 
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Employability skill of the Hotel manager

Communication skills

Multitasking skills











Strong communication skills have been valued in every industry but for the hotel industry, every day I am dealing with people from different backgrounds, nationalities and temperaments. It is very significant for me to communicate in a way that is both clear and understandable. Here, I can represent the brand of the employer. It is one of the significant reasons where hospitality can be so difficult to work. I have the ability to multitask and handle various tasks when I can serve well. It means that I can prioritise and manage my time efficiently. 
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Employability skill of the Hotel manager

Professionalism

Teamwork skills











As an employer of the hotel industry, I have to depend on the customer-facing staff to uphold the reputation of the hotel. It is very significant for me to remain highly professional every time. It means making sure that I looked tidy and well-groomed. I am staying cool in a difficult situation and do not react negatively when dealing with an angry customer. I have the ability to work well with others in a busy time. It has proved very much beneficial for the hotel since they are feeling very much confident while working in the team where I have involved in every activity of the team. 
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SWOT analysis



Strengths: I can work with teams. I am staying always calm when I had to deal with any angry customer. I can communicate with everyone very easily. 

Weaknesses: I have faced lots of difficulties in making quick decisions on behalf of the hotel. Analysing skill is another weakness where I am not able to analyse the current scenario of the hotel.

Opportunities: Time management skill is a huge opportunity for me to increase my practical ability and continue the flow of work in the business. Customer service skills can give me another opportunity to deal with the customers and make them satisfied. 

Threats: Decision-making skill can be a threat for me since as a manager of the hotel, I have to make decisions very quickly for the betterment. 











I can communicate with others and the most important thing is that I can behave gently with the visitors when they are asking frequent questions to me. Currently, I am lagging in making quick decisions on behalf of the hotel. 
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Time management



ActiveCollab is a time management tool that has been used in the hotel for development. 

This tool of time management has combined time dealing with project management by making it easier to plan and track creative projects. 

This tool has provided multiple features for team collaboration as well as real-time communication with the employees. 











ActiveCollab has been used by me for managing the project that can make it easy to maintain a proper track of the current scenario of the hotel. In this way, I can create tasks with multiple deadlines. 
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Performance development plan

I have made a personalized personal development plan that can be effective to analyse my own skills. I can set a deadline where I can finish my tasks in a limited period of time. 

I have made the plan according to the objectives of the business and I can continue according to my plan to achieve the goals. 











I have according to my skills and then I have set a deadline where I can continue the task in a certain period of time. 
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Conclusion



I have highlighted my academic skills that advertisement for continuing my career as a manager of a hotel. 

I have good communication skill. I can also deal with every customer very gently.

I had highlighted personal SWOT analysis where I had discussed my strengths and weaknesses.











This presentation had highlighted the relevant skills that are very important for a manager of the hotel. I have maintained a proper track of the current activity of the business. 
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This presentation will be focused on the

details of academic as well as

employability skills that are required

for the manager of a hotel.
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The manager has to manage all the

aspects of the business and check

whether the business is going on the

right track or not. The person is very

much aware of the goals and objectives

of the hotel and for that reason, proper

observation of the performance level of
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the hotel.
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It will discuss the relevant skills which

are very important to continue the flow

of work and secured the position of the

company for a long time in the hotel

industry.


