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Business Skills for International Hotel Industry
Task 1
Academic Writing, Research, and Analytical Skills
Academic writing, Research, and analytical skills are important for every student. Making thoughtful judgements requires abilities related to analytical thinking, which is considered very useful in the workplace environment and may eventually help all firms and companies save a lot of time and money. Having a strong kind of analytical ability helps the student in leading a smarter kind of life overall. A person with strong analytical thinking abilities pays close attention to every detail. They can easily identify minute details; this is considered very helpful when trying to solve a particular kind of issue or to generate unique ideas. Analytical Skills helped me in achieving a high level of critical thinking. The ability to transfer my analytical skills into critical-based thinking is a talent that helped me analyze the benefits and drawbacks of a certain course of action. In addition, Analytical Skills helped me in becoming a better problem solver. Instead of just getting frustrated when any problem occurs, analytical skills helped me in providing the ability to solve problems with more efficiency, based on history and logical-based thinking. Comparatively, having academic writing, research, and analytical skills was challenging for me sometimes. Analytical decision-making is considered one which takes a lot of time. This is advantageous in situations when there is a lot of time, but in the situation of having no time, for instance, deadlines and times of urgency, this skill was challenging for me. In addition, being an analytical person, many flaws were included within me, such as moodiness, level of criticism. Under some conditions, my analytical and research skills made me an overthinker. As a result, I had to face a lot of struggles to make certain kinds of judgements. In addition, the goal of perfection results in putting off my finishing tasks, another weakness present within me. The University of Wales played an important role in overcoming all challenges related to my weaknesses. Most experts, educators, and trainers of the University Panel helped me by discussing my research and analytical skills weaknesses. In addition, I tackled my writing, research, and analytical skills weaknesses by taking part in all the analysis-based projects related to students. It has been seen that students collaborate with analysis-based projects to enhance and improve all their research and analytical skills. That’s all my strengths and weaknesses so far.


Task 2
Citation and Referencing
Citation and Referencing are important parts of academic writing. First, I will focus on referencing. Referencing tells what sources we should use and how to search them. Citation is also related to referencing; citation shows the part of text in assignment where it is acknowledged the source. The main aim of citation is to provide bibliographic information for the readers to identify and find the original source. The term reference and citation are usually used to refer to the same thing with a little bit of difference as I explained earlier. In UK we used mostly the Harvard referencing also known as (Author-Date-system. In Harvard system within the text of an assignment requires that author’s surname should mention with date of its publication of item. When more than publication by the same author, published in same year, is citied, should be like in lower case letters to differentiate the items for example(2014a), (2014b). We also need to include page number after the year of publication. In referencing we see that at the end of assignment the items are listed alphabetically by author, s name. If we are referring to one page, then we will only write p5 but if we are referring to more than one page than we need to write pp. 77-80. we can also use print and online resources for referencing. The aim is to offer enough information so the information can be located when we are citing. The example of Harvard style are: The year of publication, if there is no date of publication is available then use n.d(no date) and same like if no author is mentioned ,use website title in place of this.AS far I have been in the course my understanding of citing and referencing is increasing the more I am going ahead in course and doing assignments and essays the more information I am having about using referencing and citing but there are always resources available if I need help at any point during my work.


Task 3A
Time Management – What’s getting in the way – taking up your valuable time?
Personal Statement:
As I see my time management skills, I get to know that the main challenge I face is being a perfectionist. I am inclined to spend excessive time on tasks, striving for excellent outcomes and often falling into the trap of overthinking and analysinganalyzing, which drains my time.
Professional Practice on Time Management:
First and foremost, I work on shifting my mindset from perfectionism to a focus on progress and continuous improvement. I will remind myself that perfection is not always attainable and that it’s more important to complete tasks efficiently rather than obsess over minor details.
Second, I break down my complex task into smaller tasks. By dividing my tasks into actionable components, I can set realistic deadlines and allocate specific time frames for each step. This approach will enable me to progress steadily while ensuring I stay on track and meet deadlines. Other than that, I stay focused and motivated, which helps me regularly to achieve my goals on the daily challenges I face.
By implementing these strategies and committing to a proactive approach, I am confident that I can overcome my perfectionist tendencies and develop practical time management skills. These improvements will undoubtedly contribute to my professional development by allowing me to accomplish tasks efficiently, meet deadlines and create growth opportunities.
Advice for Fellow Students:
1. First, understand that you are a procrastinator or perfectionist and what traits can help you to manage your time.
2. Define and accept your goals as a challenge that helps you prioritiseprioritize tasks and allocate your time.
3. Break your more significant tasks into smaller tasks, and by using ParetosPareto’s law, break the task into 80:20, which says 20% is difficult and time is taken work, whereas 80% is manageable and can be done quickly. This ratio can help you to manage your task easily and on time. (Brock, 2022)
4. Avoid multitasking and always seek support from your fellow mates and mentors, which guides you on managing tasks and overcoming time management challenges.



Task 3B
Matrix for Work Plan
URGENT



	                              HIGH   
	         LOW

	HIGH

	MUST DO
e.g., studying for exams, last-minute study, and attending sessions.
	SCHEDULE IT
e.g., Assignments, term projects etc.

	IMPORTANCE
LOW

	DELEGATE
e.g., collecting homework, assembly session, co-curricular activities
	FORGET IT
e.g., Trips, picnics etc. 



Self-illustration: Work Plan Matrix inspired by Such (2018)



Task 4
Industry Event
As there was a live event that I attended last week, and it highlighted much of essential ideas, factors, and strategies regarding the hotel industry. This event was highly motivating and informative, and that session inspired me. In the event, the importance of the hospitality industry was explained, which included that this industry is vital for tourists who travel to different areas and seek all the basic facilities to be provided. We were told that the hotel industry must understand the expectations and requirements of different clients. When customers visit the hotel industry, they expect a sustainable and clean environment, hygienic food, positive employee treatment, and well-maintained rooms with better room service facilities. In the event, we were further suggested to keep our hotel as per the expectations. The event mainly focused on developing a sustainable environment, and it recommended the methods to maintain sustainability. One of the methods included is to reduce plastic usage because plastics can harm the ecosystems by polluting the natural processes. After all, plastics release harmful chemicals when left in the environment for a long period of time.
The event also focused on materials recycling because it plays an essential role in the cost reduction process. We were told to use recycled products as much as possible to reduce the cost and increase profits. Moreover, I was highly motivated and inspired when the event discussed employee importance, and it stated that employees play an essential role in developing better performance in every business, especially the hospitality industry, because employees’ communicational, managerial, and leadership skills highly attract the customers to revisit the industry. Lastly, I would mention that such events are significant and motivating, so these should be frequently organized.


Task 5
Communication and Interpersonal Skills
The skills of interpersonal and communication in every person play an important role. People use it for conveying messages or information from one person to another. My strong communicational skills have been an important strength that has helped me a lot at different stages of my life. I can effectively communicate with individuals or a group of people. As I prepare for an interview in the 8th week, I am confident and motivated towards my skills. During an interview, I can easily transfer my knowledge to the interviewer. And just answering the questions is not an option in the interview; it is also necessary to carefully listen and understand the questions. For this, I also have better listening skills.
Along with my speaking and listening skills, I have strength in better writing skills. Some interviewers conduct written tests to check the writing skills of an interviewee, so for that and I have well-developed written skills, I can transfer the required information through my words on paper or digital writing. Along with these developed skills working for me as strengths, I also lack in some points where I need to improve myself. An interview also includes non-verbal communication skills, one of my weaknesses. I look confused when I need to make proper eye contact with an interviewer. And I use too many hand gestures during communication which can create negative impact and interviewer might think that I lack knowledge due to which I use too many hand gestures. I need to improve these lacks during my professional conversations. Furthermore, as I mentioned in my first task that I cannot focus on my work when there is a time of urgency. As the interview would have limited time so I can face this challenge of time management to accurately answer my question with proper knowledge. I need to focus on improving such weaknesses. 


Task 6
Images of the portfolio of evidence
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Task 7 Poster
Health and Safety
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