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[bookmark: _Toc129333697]Introduction
Making the learning record for this task is based on my background as a front-office manager. The first learning record will emphasise the development of skills based on empirical evidence, such as task management, communication, and self-management. The second log will likewise centre on my experiences with professional development, personal growth, and academic advancement (Dredge et al,2015). A plan of action will also be created after I have identified my learning gaps to help improve my professional development.

[bookmark: _Toc129333698]Overview of Placement 
The learning logs are built according to my work experience. I worked as a front office employee at the Mercure Atlantic Tower hotel in Liverpool. During my stay in the company, I was able to build a wide range of skills and abilities that have aided my professional advancement. As a front-office employee, I learned self-management, task management, effective communication, knowledge application, and conflict resolution abilities. Log one is a record of the experience I gained from my professional duty. Log two documents the abilities that have helped me perform productively as a front-line employee.

[bookmark: _Toc129333699]Learning Log 1: Development of skills
	Skills development
	Benefits 
	Outcomes 

	Vocational Development 
	Vocational development refers to the occupational goals that have helped me to progress my career as a front-office employee. It involves various stages of career development and career planning to provide me with practical experience. 
	I have been able to gain star marks in the training session as a front office employee.


	Self-development
	Self-development refers to the capacity, which helps in growing talents, abilities, skills, and actions (Hagg, 2013). I can motivate myself to concentrate on my job improvement with the aid of self-development aspects. With the aid of self-development, I have also increased my capacity for self-motivation and flexibility.
	This has helped me to work as a team and priorities team working capabilities 

	Academic development 
	Academic development emphasises the dimensions of learning capabilities that help individuals to access various learning opportunities (QAA, 2018). With the help of academic skills, I have been able to access employment opportunities to improve my problem-solving capabilities. 
	With my knowledge of note-taking skills, I have been able to work efficiently as a front-office employee to manage daily activities. 


Table 1: Learning log regarding the development of skills. (self-creation)

[bookmark: _Toc129333700]Learning Log 2: Evidence-based learning. 
	Skills that I have developed 
	During 
	After
	Details

	Self-management and development skills
	· Stress management and time management skills.
· Adaptability and efficient decision-making skills
· Self-motivation
	· Team working capabilities.
· Setting medium-term and long-term goals. 
· Professional and workplace ethics. 
	Self-management refers to productive regulations of behaviours and emotions (Bardi, 2010). Developing self-management skills, I have been able to develop self-management skills by learning from my mistakes and taking responsibility professionally. 

	Task management skills
	· I have learnt to schedule tasks based on priorities.
· I have developed strategies for workload management.
· Advancing critical thinking skills to enhance productivity.
	· Skills in knowledge management, ability to work under pressure, and team building
	Tracking and managing different activities and task management skills ensure the proper flow of projects (ASET, 2017). Improving efficiency, and task management, I can accomplish goals by planning and monitoring various stages of activities. 

	Communication skills
	· Developing cordial working relationships with team members.
· Resolving conflicts and increasing self-awareness
· Building empathy
	· Public speaking skills
· Team working skills.
· Leadership skills

	By sharing feelings, communication skills help in conveying messages to reduce interpretation. By developing effective communication skills, I can understand situations better and can foster creative ideas to solve problems. 

	Knowledge application skills
	· Improving digital literacy capabilities.
· Gaining programming knowledge.
· Fostering creativity skills
	· Better relationships with co-workers
· Productivity skills
· Effective management skills
	Practical knowledge application is important as it helps in developing problem-solving abilities to manage team-working facilities (Bryson et al, 2020). The knowledge has helped me to improve my interpersonal skills to enhance my knowledge and capabilities. 

	Conflict resolution skills
	· Active listening skills
· Collaboration skills
· Identifying a solution 
	· I have been able to develop effective negotiation skills.
· Dealing with conflict situations
· Good meditation skills. 
	With the help of conflict resolution skills, I can improve my working capabilities to work in teams efficiently. This will help me to manage team-working attributes to advance my critical thinking abilities. 


Table 2: Learning log.
(Source: Self-creation)
Gap: Skill development is an important aspect, which helps individuals to improve new competencies and traits for career progress. By identifying skill gaps, skill development ensures the development of knowledge and learning capabilities (Fallon and Rutherford, 2010). While working as a front office employee I have encountered challenges regarding guest services. My communication and self-development skills have helped me to manage situations by solving guest queries. However, face challenges regarding effective task Management capabilities. With the identification of this skill gap, in future, I will be able to improve my learning capabilities, which will develop my employability skills. 




[bookmark: _Toc129333701]Action Plan
	Skill gap
	Actions
	Bridging the gaps
	Evaluation of success measures 
	Key outcomes

	To develop task management skills
	Action 1:
To improve active listening skills
	This will enhance my knowledge as I will be able to learn professional ethics regarding task management
	Practising self-reflection  
	I will be able to strengthen my knowledge attributes to learn and accept more challenges

	
	
	
	Through effective communication and negotiation skills  
	

	
	Action 2: 
To develop time management skills
	This will help me to address the queries of the guests timely 
	Embracing change and developing adaptability skills 
	I will be able to manage demanding situations to provide client satisfaction 

	
	
	
	
	

	
	Action 3:
To improve leadership capabilities
	This will help me to overcome my fears of administrative activities within workplaces. 
	According to Paskins, (2015)Choosing a particular leadership style like democratic, transactional 
	By choosing a particular leadership trait, I will be able to improve my task management capabilities efficiently. 

	
	
	
	Learning about leadership traits to manage teams efficiently. 
	

	
	Action 4: To improve my adaptability skills
	I will be able to make effective decisions and manage team-working capabilities. 
	Managing task performance efficiently. And adapting to new situations and skills aid me to overcome the challenges of guest service
	With the development of communication and negotiation skills, I will be able to enhance business productivity and profitability


Table 3: Action plan (self-creation)
While I was at the front office, James, the supervisor, went through the operational responsibilities of a receptionist during a typical shift.
I begin to put the knowledge that I have acquired during the course into practice, but I quickly realised that I have certain gaps in my understanding because I have never interacted with the Opera system (Mercure, 2023). This is the software that the hotel uses to check guests in and out. The problem I encountered there was the demand for staff, which resulted from the hotel's high guest occupancy. According to Negi, (2013) increasing guest experience while they wait to be checked in or out since they are more able to get to be engaged and use Mercure's services, however according to Cheung and Song, (2014) is vital first of wall to ensure that the employees are feeling special for the hotel, so, therefore, my advice is to begin employing personnel and provide them with training so that the rest of the team may work less under pressure and give greater attention to their guests. 



[bookmark: _Toc129333702]Conclusion 
The above work illustrates two different learning logs, which document my experience while working as a front-office employee. In log one, I have been able to reflect on the evidence-based knowledge that I have developed during and after employment. Log two reflect on the self-development, vocational as well as academic knowledge that has benefited me to work efficiently as a front office employee. Further, identifying a gap in task management abilities, an action plan has been prepared that focuses on the development of task management skills to overcome the issues of guest service. In future, these skills will help me to boost my employability skills to progress with my career by improving my professional skills. 
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