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[bookmark: _Toc532521923]Introduction
The aim of this assignment is to analyse each of our employability skills. The job I am looking for to work in the future is Travel Agent. The skills require is communication skills, sales and customer service skills, innovation skills, Time management, Team Leader, and IT skills. During the assignment I will talk about the skills that I am really good and the ones that I need to improve. The skills I am good is communication skills, sale and customer service skills and innovation skills. The skills that I need to improve and work on is IT skills, team leader, and time management.

[bookmark: _Toc532521924]Communication Skills
“Communication skills is the art and process of creating and sharing ideas. Effective communication depends on the richness of those ideas.” (Aps., 2010). The effective communication changes on the fullness of those opinions. In command to be effective at communicating will be number of skills that you can trust. Depends on the choice of your skills that you choose upon your situation, the receiver of your communication, and the evidence that you need to communicate. Imagine you are in different country and you do not know their culture properly and you go ask the person question or where we need to go, they will communicate different way. These obstacles could be like different cultures, different prospects, difference knowledge, different viewpoints, or different communication styles. Communication skills is the important thing to broke to obstacles to pursue the effective communication. 
Communication are always part of our daily basis. We do not only use at work, but when we go grocery store, shopping and etc. That’s why we need communication because without communication skills you cannot go anywhere. I Consider communication skills is one of my stronger skills because I like to communicate with other people and get to know people from other countries and cultures. I work in the hotels industry for five years already as receptionist. The good thing is that you received different customers all over the world. In my hotel I get a lot of customers from Europe and many of them do not speak English for example most Italians do not speak English and once an Italian couple came to check in and they do not speak English at all. The way they speak to receptionist is shouting and sounds very rude. But as I am open minded, I understand that’s the way of speaking because is part of their culture and we cannot change it. They asked me several questions about London for example; where it was London eye, transport ticket, what hours closed metro and restaurant good to eat. I used to google translator to help the couple, because my Portuguese mixed with Italian was not helping. The other day they thanked me and were very happy with my help. Our communication broke the barriers when we started taking it easy to understand each other because they spoke too fast and did not give you time to understand.

[bookmark: _Toc532521925]Sales and Customer service skills

“Sales skills is to sell their company’s goods and services to new and existing customers. In addition to identifying new markets and business opportunities.” (total professions , n.d.). For those who work as a travel agent must have sales skills because people have known how to sell travel packages and convince customers to buy that package for example Disney world, Caribbean, Europe and etc. Without sales skills you cannot work otherwise you won’t get your commission for your sales. 
[bookmark: _GoBack]“Customer service skills is the link between the customer and the business or organisation, ensuring customers are satisfied with the product or service, thereby maintaining profitable customer relationships.” (total professions , n.d.). it’s very important to have good customer service skills because you need to know how to speak with the guest with good approach and try let the guest feel comfortable and feel trust on you. We have to be prepared to received feedback from our customer and respect their opinion even though they are right or wrong. Their feedback is important to see where we are making mistakes and try to develop our services and make them satisfy. One day my manager was putting a lot of pressure on me  to sell rooms because our hotel was very empty, and I was very stressed, and I went outside to take a breath and eat something. At the time that I left I saw a couple looking for a hotel to stay and I used my good skills to bring the clients to my hotel because the other hotels in the area were very expensive and I made a super good price for them and the coolest of everything they loved me and liked the way I treated them. The biggest difference is that they come back more often to your hotel when the customer service is great. The hotel may be bad but that's the way you treat the customers and it comes back to you. I always get so happy and fulfilled when customer praises your work and still gives you a chip for your work.








[bookmark: _Toc532521926]Innovation skills
“Innovation is the capacity to incrementally or boldly change and improve products, processes, services, or solutions in a way that creates distinctive value for the organization. Innovation is necessary for an organization to reach its full potential, yet many organizations lack this critical skill”. (Center for Management & organization effectiveness, n.d.), who works in the area of ​​travel and tourism and tourism agent we always have to keep innovating because we need to bring more customers to our agency. This market is very competitive, and we need it always keep renewing ideas and bringing new things to the table for example making new promotions, discount tickets and touristic ride and always give a gift to the customer including in the package a very chic dinner in the restaurant. Always good companies are innovating because if we do not start to change and bring new things and continue in the comfort zone the company does not grow, we lose customers and money. The owners of travel and tourism sector needs to get out of comfort zone, because we have. I'm always innovating my ideas, bringing something new to my reception team so that people can always improve our customer service, improving our breakfast in the hotel because I work in the hotel two stars and when my team brings new ideas and People put on the website most new customers book the hotel with us. when I got to work as a receptionist at the new dawn hotel the current hotel that I work for now many customers complained about breakfast because it is continental because we do not have cooker and chef to cook English breakfast. I had ideas to bring more cereal types, different fruits such as bananas, apple, grapes, granola, different juices and other things. After that several clients started praising the breakfast and writing good feedback on booking.com, expedia, and TripAdvisor. 





[bookmark: _Toc532521927]Competent IT skills 


IT skills is when you work with a computer and have to know how to use excel, Microsoft word, and power point, emails and etc. When we are not with clients on the phone or in person, we are in excel doing the accounts how many rooms we sell and closing months and passing pro managers and answering emails. As a receptionist or travel agent, you need to be always learning and improving so as not to do wrong because People are dealing with the financial part of the company and also contacting clients via emails if they have all the documents in their hands, feedback from them about the hotel or agency, and so on. I am not very good at excel because I cannot do the table to organize the columns in excel and this makes me very frustrated and I even cry in anger, but I know that I am able to improve, and I am getting better every day.


[bookmark: _Toc532521928]
Team Leader Skills

“An effective team leader has a variety of traits and characteristics that encourage team members to follow him. Team leaders naturally possess certain qualities, such as compassion and integrity, or learn leadership skills through formal training and experience” (Scott, 2018) Being team leader you need to inspire the respect and trust. Working as travel agent you need to lead team because each shift you will be set numerous targets and goals for example; The managers set a target to sale 10 to 30 packages a day and if the team accomplish those targets you will get extra bonus on your salary. Train your employees to improve their skills in sale, customer service and etc. I do not feel confident yet to be a team leader. I have such a great desire to take on a supervisor position, but I am very afraid and very pressured and responsible. I feel more confident working alone without having a bigger position in the company. I still have to work hard on being a team leader.

[bookmark: _Toc532521929]Time Management 

Time management is when you plan your day and organize your activities during the day and the week. Time management helps you to work smarter so that you do not loose time even when time is short and you under the pressure. The reason why we need time management because we have certain goals to achieve for example, we have to do excel of how many rooms we sell to send to the account office before we go home. We have two hours day to answer all the customers feedbacks on booking.com, TripAdvisor and emails. I need to improve my time management because I leave lots of things for the last hour. My manager asks me to check reservations and check if the hotel is overbooked. Most of the time I do not even do it and I forget to do it. But my goal is to improve and get my work done on time. 

[bookmark: _Toc532521930]Conclusion

In this assignment I talked about my dream job to work as a travel agent and to improve my skills every day. I want to focus on all of them in what I am great and in which I have difficulty improving. Practice your skills not only in work but also in life, because many of our skills we discovered during our daily basis and discovering each day different skills and put method to improve that particular skill to make your life easier and those who works around you. 
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