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INTRODUCTION 

This report will provide a clear picture of my objectives and the path I have chosen for my future career.
It is critical to have a clear understanding of the skills one possesses or the abilities that one needs to improve in order to reach our goals, and I will utilise swot analysis to do this.
A very significant aspect of this report will be the good and negative elements that might impact us along my journey. 
One thing I'd like to mention, and which considers is very important, is that this module was truly fascinating and interesting for me; I was able to open my eyes and understand the best things for my future career, from participating in a perfect job interview to writing the perfect CV for various jobs.
CAREER PATH


Throughout my journey, which began in 2018 when I wanted to change several things in my life, beginning with where I lived, I wanted to throw myself and challenge it in a new adventure, which was only supposed to last a couple of months but has now lasted several years.
I was always hesitant to comprehend my strengths, what I desires, and to begin making plans for my future job. 
During this course of study, I had the opportunity to go down the right path and get involved by understanding what I wanted and what I needed to do to get it. That journey is merely the beginning of its true purpose, and I began thinking about my smart objectives to assist me comprehend how to get to my goals.
After much thought, I decided I wanted to work as a receptionist in a large hotel in the city centre of London. Obviously, I've never studied to be one, and I lack the necessary qualifications, but they aren't obstacles to my success. First and foremost, let us go over this function in greater depth. A receptionist's responsibilities include administrative support chores such as answering the phone, greeting guests, arranging meeting and training rooms, sending out mail, and booking trips. A receptionist is an executive in charge of the front desk of an organisation (2017, Workable).
Now specifically I want to list some of the tasks that a receptionist must do and above all the tasks that employers ask for, which are the ones to follow:
 
· First and foremost, let us go over this function in greater depth. A receptionist's responsibilities include administrative support chores such as answering the phone, greeting guests, arranging meeting and training rooms, sending out mail, and booking trips. A receptionist is an executive in charge of the front desk of an organisation.  (2017, Workable)
· Now specifically I want to list some of the tasks that a receptionist must do and above all the tasks that employers ask for, which are the ones to follow:
·  Taking and directing calls, possibly through a switchboard
· Completing administrative tasks like filing and delivering and accepting mail
· Cleaning, organising, and maintaining the reception area.
· Keeping basic office supplies like pens stocked and accessible to visitors.
· Ordering supplies for the rest of the office
· Signing in visitors and supplying them visitor’s badges
· Using the Public Address (P.A.) loudspeaker system as needed to call for people and make announcements.
· Setting up meeting facilities
· Arranging for catering for meetings and daily office use
· Greeting visitors to the facility warmly and offering them help immediately
· Providing customer support
· Answering questions about products or services offered at the business.
· Answering questions about office hours and who is in the office at any given time
· Interacting with other departments such as Information Technology (IT) when      someone needs more technical assistance
· Scheduling appointments and meeting times
· Maintaining front door security and reporting any suspicious activity
· Putting through sales and/or assisting clients making orders
· Representing the business with a positive attitude and professional appearance
· Engaging in public relations and marketing to a minor degree



SKILLS 


To become a receptionist, i will obviously need the necessary support, which will then be our strengths, and the abilities we need for a receptionist are undoubtedly great communication, since you will always be in contact with clients.
Friendliness, attention to detail, a good memory, the ability to be resourceful and proactive when problems arise, multitasking and time management skills, with the ability to prioritise tasks, and last but not least, excellent and appropriate customer service.
Having worked in the industry (hospitality) for numerous years, I was able to develop some of these skills. 
To better understand my skills, I used swot analysis, which, according to (Kenton, 2022), is a framework divided into four different sectors: strengths, weaknesses, opportunities, and threats and is used to understand our potential skills and what we need to improve for a specific workplace, in this case receptionist.
One critical aspect of SWOT analysis is that we must continually focus on our weaknesses in order to improve them, and turn them into strengths. Similarly, after assessing the circumstance, we must convert threat into opportunities. If this scenario does not happen, certainly, it is not a bad thing, but we just realised that we cannot control these things. 


I completed this task to better understand what skills I already possess as a receptionist and those that I need to develop, and I will provide my own swot analysis below, followed by my comments.


                     
	Strengths
1. Strong communication skills 
2. Fluency in 2 languages 
3. Time-management 
4. Self-control in busy environment 
5. Teamwork 
	Weaknesses
1. Self-confidence (working on it)
2. Knowledge in new software 

	Opportunities
1. Learn new tools.
2. Opportunity to grow. 
3. Opportunity to study


	Threats
1. Others have advantages on me







			 









After several years in the hospitality industry, I was able to improve my communication and teamwork skills; in fact, both of these are among my strengths, and I believe they are two very important skills for this sector.
Time management is one of my talents, which, like the two previously mentioned qualities, I believe is highly significant. In my previous job, I had to find time for everything, which was difficult at first, but I had to learn it and now I can find time for myself, study, and work without difficulty.
Unfortunately, one of my weaknesses is the lack of self-confidence, which prevents me from accomplishing so many things, having new possibilities, and making significant changes in my life.
I've made significant progress in this area in recent months, but not fully by eradicating it from my shortcomings.
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SELF-MOTIVATION 


It is critical to have a clear understanding of your life motivation. 
First of all, I'd like to provide a good description of what I'm about to discuss by using the words of (Davis, n.d.), Self-motivation is the internal state that allows us to begin, continue, or stop a behaviour. If we are hungry, for example, we may be self-motivated to eat something. 
We may be driven to keep working at a job in order to pay our bills, or we may be motivated to terminate a relationship when it no longer fulfils us. Self-motivation is regarded to be the root of almost all conduct.  
Our motivation can be highly subjective and is frequently impacted by the variables or conditions in which we live. I've found myself in circumstances when I couldn't find the desire to move forward or just finish a task, and now I understand why. 
My former workplace is a good example. I've been there for 5 years and have always worked with the same individuals. Everything seemed to be going well until I stopped feeling joyful or driven because the people around me were having a bad effect on me. When I mentioned I wanted to go to college or even change careers, hardly one believed me. 
No one around me inspired me, and as a result, I was always sad and unable to attain the goals I had set for myself. Until I changed a few things in my life, changed jobs, changed who I used to hang out with, and gradually found the motivation I still have today.

This is to emphasise that everything around us has the potential to have a positive or negative component, so we must always pay attention and be cautious about claiming what we identify with.
To better understand my motivation, I did a self-motivation questionnaire during class to discover my surprising final result.
I used to believe that I was incapable of identifying answers to my difficulties.
As it turns out, this has changed, and I am now able to function in a lot more positive manner, setting good objectives for myself.

PERSONAL DEVELOPMENT PLAN 

We are almost at the end of our report, and in this section, I'll describe another crucial tool that has aided me in my chosen career path: the Personal Development Plan.
By using the words of (Rolfe, 2016). A Personal Development Plan (PDP) is a written record of self-reflection and progress that also serves as a comprehensive action plan for achieving academic, personal, or career-related goals.
It is frequently generated at work or while studying and works by helping you to set goals, recognise your strengths and limitations, and discover areas for progress.

I started on to write my PDP, which I have attached below, after carefully analysing my objectives and requirements.


	
	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? 

 

Example: become a Student Affairs Officer; learn computer graphics 




	
completing my Certificate of Higher Education courses and attempt to bring home some positive outcomes
	
Continue my education and begin applying for jobs that I've decided to do.
	
Having the job for which I overcame and having completed my education

	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 
 
 

Example: Student advising; 
Banner; Dreamweaver; develop a procedures manual 




	


Commit to my studies and never decline me.
	


Work on my career 
And work hard on my studies 
	




	Section 3 - Next Steps
 
How am I going to acquire the skills and knowledge? How am I going to do this project? 
 
 

Example: take Dreamweaver class; do an 
informational interview; set up a project outline 



	



	


By always be positive and never look at my back 
	







RECRUITMENT AND SELECTION 


The presentation that we had to give in class was a genuine job interview simulation that I did with a classmate, where we took turns playing the employer and the employee for the position.
This experience was really beneficial to me, particularly in overcoming my shyness when performing an interview in front of the entire class and in preparing for a future job interview.
Overall, I believe I did an excellent job. I believe I sufficiently addressed the questions by providing various instances from my previous work and remaining professional in both roles.
There are many things I learned from this interview simulation, and I'd like to start with the fact that everything is very important and that nothing is ever taken for granted, from how one appears dressed to one's confidence, and, most importantly, to always have questions ready for the employer.
When a person applies for a job, he must be interested in it or he would not have applied; thus, it is critical to exhibit interest and be curious about the position for which you will be interviewed.

Playing the role of an employer, on the other hand, was both interesting and constructive because it allowed me to put myself on the other side of the desk, and one of the characteristics I recognised is that of being able and willing to listen to the person in front in order to determine whether or not the candidate is the right person for the role for which he has applied.
In the class presentation, I can also say that I am proud of myself because my classmate asked me a question for which I had not prepared, and I was able to provide a reasonably adequate response without panicking or making mistakes.



CONCLUSION 

In conclusion, I would want to emphasise the relevance of this module since it has helped me realise what I need to do to attain my objectives and, more importantly, which of my abilities I need to develop in order to become a receptionist.
Many other things and tools, such as the life line exercise, I would have liked to include in this report but couldn't due to space constraints.
It is essential to have a proper perspective of things and of our surroundings, which may frequently be a source of negativity, and we must be able to analyse every activity.
It is also crucial to set smart objectives in our professional lives to help us encourage ourselves and, of course, to see them through to completion.
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Appendix 1:

Job application form

[bookmark: _kpr05n82n26c]
Application for [job title] – RECEPTIONONIST
[bookmark: _zidixfu2h1to]Your details

Name: GIORGIA CALAMIDA

[bookmark: _obvz8px9oj35]Education and training
Please give details:

	


· Training as a barista 

· Training in the wine industry 




[bookmark: _qhulv5cexz75]Qualifications
Please give details:

	· Hairdresser Certificate 
· Certificate of higher education, skills for the workplace ( in progress )










[bookmark: _97j1ykgd1f2u]Employment history
[bookmark: _itppkk92vaqm]Your current or most recent employer

Name of employer: Bathu Isiksalan

Job title: Pierre Victoire (Supervisor)

Length of time with employer: 5 years 

Reason for leaving: Need more 

Duties: 

	
· Welcoming the customers 
· Creating and managing team schedules
· Answers the phone and making new bookings
· Ensure the customers was having a good experience 
· Make the week's orders which include beverages, alcohol and any utensils used in the restaurant.
· Cleaning of the restaurant 
· Training new hires 
· Evaluating performance and providing feedback 











[bookmark: _81dqi68kkna8]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	
In my past I worked as a hairdresser in a salon in Italy for two years.
It was very constructive, and my duties were varied, from welcoming the client, answer the phone to washing the hair, applying dyes and cutting the hair. At the end of the day the cleaning of the premises.










[bookmark: _2hk78iv0b9mh]Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	




I apply for this job because I feel I have great potential for this role, I have several years in the customers service and working in direct contact with the customers has always exalted me, and I have always tried to improve myself.
Unfortunately, I have never had the pleasure of working as a receptionist, but I believe in myself and in my skills and I would like to be part of this company to be able to show my skills and bring great results.
I am a person who knows how to listen, who has a nice and strong communication with customers, and I always try to find solutions to problems that I may encounter or that my colleagues may have.
I have many transferable skills that I have been carrying with me for many years, going from hairdresser to restaurant supervisor, which are two completely different jobs, but which need similar skills, and now I would like to use my skills for this job which seems like the more suitable for me

















[bookmark: _ojwn8qfpdqo4]
[bookmark: _l4j9qclj5v1t]Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
[bookmark: _t2k2hyav6xgs]References
References available upon request.
[bookmark: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k]Declaration
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal.

Name:Giorgia Calamida 

Signature:

Date:03/04/2023




Appendix 2 :

1. Tell me about you and what were you doing before to apply for this job and why did you leave.
2. What would you do for us? 
3. What do you look for in a job? 
4. What are some of the challenges you expect in this position to face?
5. What attracted you to apply for this position?
 
Question asks at the end
1. What’s the most important thing I should accomplish in the first 90 days?
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