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Component One: Reflective Journal 1000 words 
  Business skills reflective journal (ERA) 
Introduction - Over the past few weeks, we have been studying the business skills module in the lead up to our assignments. We have done a mix of various activities over the lessons these past few weeks to help with our learning. In this reflective journal I will be using the ERA cycle (experience, reflection and action) to evaluate the experiences and reflect on how the learning has gone for the past few weeks. I will be talking about the experiences and going over a personal reflection as well as talking about actions (what to improve on for next time). I will be talking about weeks 1,2 and 4 of business skills. I will talk a bit about what I learnt, what activities I did and what I’d do differently next time.
Experiences and reflections – Over the past few weeks the module we have covered is Business skills. We have mainly been learning about the best ways to encourage business to maintain and manage their skills. In Tourism + Hospitality business skills are important since accommodations and hospitality organisations are indeed a business. 
We did a lesson when learnt about communication skills, and we learnt about why that would be important for the businesses. We learnt about the different types of communication and what they mean. We also learnt about different examples of when they would be used in hospitality, so we know how they are used. We understood why communication in hospitality is important and what it means to the customers and guests. I found learning about different ways of communicating useful because when you are working in the travel industry or running a business, it is good to understand how good communication is important, especially when you are interacting with other people who may need guidance and clear instructions. We did a couple of activities as well to help us learn. In groups we did a roleplay activity where one of us had to be a member of staff at the hotel and the others had to act like a couple who wanted to make a complaint, the purpose of this is to practice how you would handle an unhappy customer and mainly learning the best ways to communicate. I found it fun to do the roleplay of unhappy hotel guests. It is useful as it applied real life scenarios to our lesson, and it was also kind of funny to pretend to be unhappy guests, it brought some laughs to the lesson. I remember the origami activity where we had to listen to the teacher’s instructions to fold the paper accordingly as instructed where the aim was to see how well everyone’s pieces turned out based on the instructions and to see what the results were. Each instruction was only explained once and what we were looking for was to see what everyone’s results turned out like because of only hearing a set of instructions once. I thought it was something rather unique, however I found it a bit challenging since I have previously not been very good at origami crafts and having to follow a set of instructions you only hear once. I enjoyed doing the activities we did that were meant to help us learn, but it was still nice to have a practical exercise to link with the topic of the lesson. 

 We had one lesson where we learnt about time management and learnt about how poor time management impacts a hotel environment. We also looked at how good time management is important in general and how it is important for our daily lives. I found it very useful because time management is an important skill that everyone needs in their daily lives. It is useful in the hotel industry because poor time management in the hotel does lead to consequences. We did an activity where we rated out time management skills, and it was good for us to reflect how we are at timekeeping; the purpose of this exercise was for us to reflect on how well we currently manage out time and what to do better. We also completed a 20-30-minute-long course on the importance of time management so we could learn and understand more on the importance on the impacts of poor timekeeping and the best way to manage time better. I found the online activity where we studied the importance of time management useful as there was a lot to read about and it was engaging. Plus, it helped us understand how to keep good time management in our daily lives. We had another lesson for us to learn and understand the importance of referencing, and we understood what the consequences would be. We also looked at some key writing skills that could come in handy when it comes to our assignments. We learnt about what referencing is and we would add it into our work to avoid plagiarism. We also learnt a bit about how we would write a typical report and some key skills that could help. I found that useful because when you are writing assignments it is important that you understand key writing skills to improve your writing as well as learning how to reference because learning how to reference is important so you avoid plagiarism which can have an impact on your assignments and grades, we had a different teacher take over and teach us about referencing. I didn’t find the lesson the most engaging and I found it slightly harder to focus, however I am able to reference in my assignments, so I took in the most important parts. 


Component Two: Action Plan
Business skills action plan 
As part of our ERA journal, I am writing an action plan to state the things I’d perhaps do differently if I was to go through the same lessons again and how I could approach things. 
When we learnt about communication skills the only things I’d perhaps have done differently would have been to practise more activities where I listen to a set on instructions once only as I know it’s something I can always practice more. The purpose of the activity was to test the communication skills and see the results by hearing a set of instructions one time only. If I was to do it again, I would have a bit more practice so I would understand a bit more on what to do. I would also listen very closely and have my full attention on the instructions and perhaps repeat them in my head meaning that I would understand more on what to do and do it correctly. When we did the roleplay of angry customers the only thing I’d improve on for next time would be to maybe act a little bit more upset for the effect as that would communicate more clearly what the problem would be. 7 Pro Tips and Tricks for Successful Roleplay  I would learn more about how to express the look on your face since that is a great way to express emotions as well as your tone of voice, I wouldn’t want to seem too angry either because you don’t want to come across rude either so knowing the best tone of voice to speak in as well as expressing yourself with the best manners would be the way to go. There was the lesson where we discussed time management and what I would have done differently would have been to perhaps take a bit more time reading through the text properly during the time management course to ensure I properly understood the information. I also now understand the many benefits to good time management so I will also use those skills everyday in my life. 10 Important Benefits of Time Management | ClickUp. I finished the online time management task rather fast; I understood everything that I needed to know however it is always best to take your time to ensure that the information you are reading is going in. Slow Reader? Here’s Why (And What Actually Helps) The more you read, the more that goes in. During the lesson where we were taught about referencing, the only thing I would have done differently would have been to take down more notes on perhaps different types of referencing and how you would reference in different formats as this would be very helpful in my assignments. The more different ways and formats of referencing you use (e.g. videos, journals, books) the higher your chance is of achieving a higher grade that you’d be happier with. What I could have perhaps done was to ask if there are any smart methods to referencing that could result in a higher grade and research how you would reference those if it wasn’t already explained. 
References:
Best roleplay tips (2025) from the yoodli.ai website. Available at: 7 Pro Tips and Tricks for Successful Roleplay (accessed 4th December 2025).
Important benefits of time management (2026) from the clickup.com website. Available at: 10 Important Benefits of Time Management | ClickUp (accessed: 8th January 2026).
Why should you read slower? (2025) from the letsreadindia.co.in website. Available at: Slow Reader? Here’s Why (And What Actually Helps) (accessed: 4th December 2025).

Component Three: Professional development: build a personal brand and promote a professional identity. (700 words)

My name is Gregory Dylan Lawrence, I am a well-travelled, passionate and hard-working individual who always strives to achieve the greatest. I always like to have an open mind and enjoy meeting new people and making connections. I have met people from around the world, and I have understood different cultures and had many different experiences that have helped me develop as a person.
I have lived in a few places around the world. I was born in Surrey, UK and I lived there until I was 4. When I was 4 I moved to Dubai, UAE and I lived there for 6 years. Living in Dubai was excellent experience for me. I went to primary school with other pupils from at least 50 different countries as Dubai is a very diverse city. When I was 10 I moved to Cambodia, and I lived there for 3 years. During that time, I went to school with people from Cambodia and other countries in the region. That was also when I started learning French at secondary school and I became very strong in French and I became good at having conversations in French and understanding what something in English would mean in French. I continued to Study French throughout my time at secondary school and even continued to take it as a GCSE subject choice.
 For my GCSEs I moved back to England to do my GCSEs. I was able to achieve 7 GCSE passes (including Maths and English) with my highest grade being a grade 7 (traditional grade A) in French. I also achieved a BTEC in Travel and Tourism with a grade Distinction. 
The industry I am most interested in going to work in is the travel and tourism industry. I studied Tourism + Hospitality Level 3 at South Devon college. During the 2 years the course took place I completed some memorable and valuable assignments such as roleplays, presentations, a mock interview for a potential dream job and we even held some events at Kents cavern including a musical event and a full tour of the caves. I achieved a grade Merit on the full diploma of Level 3 as my result for the qualification. I am currently studying at university level 4 towards a higher qualification that is also Travel and Tourism related as I chose to continue studying that industry as it is the industry that I am interested to potentially work in during my career. 
 In terms of work experience I have currently completed 3 summer seasons working at Splashdown Quaywest located in Torbay, Devon. I worked as a Leisure attendant / Slide guard. I did a few different tasks including standing on top of the slides to let people know when it’s safe to go down. I also did some cleaning jobs around the premises to keep everything tidy and looking presentable. This job has given me excellent experience of working with the public because we do have to interact with the customers while you do this job.
During the Christmas season of 2023 I got employed at Card Factory in Paignton. It was originally meant to be a Christmas temporary job; however, I was offered to stay employed and I stayed for 3 more months. My main job role was to work on the till serving the customers. I did their transactions by scanning their items and taking their payments while being polite and friendly. I also kept the shelves tidy and kept the shop floor nice and clean. 
 My current goals are to get a work placement in a hotel where I can get some work experience for a period and hopefully get employment from the experience and work my way up to more senior roles and possibly one day get into management. I want to get plenty of work experience and potentially even travel for work if it means I come across excellent opportunities that are rare but extremely valuable. No matter what the challenge is, I am always looking for and working towards something excellent.
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Component Four: Using the information prepared for your CV, present a 5 minute presentation on the key attributes that a person working within the hospitality industry should possess.

This Presentation will be completed in person on site. 

Place your presentation time below.

Timeslot: 13:40
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Contact information: Mobile phone number - 447367120909, Personal email address -
gregdylanlaw@gmail.com

SUMMARY

Results-oriented Engineering Executive with a proven track record of optimizing project outcomes.
Skilled in strategic project management and team leadership. Seeking a challenging executive role
to leverage technical expertise and drive engineering excellence.

WORK EXPERIENCE

Splashdown Quaywest summer seasons 2023, 2024 and 2025 as a Leisure attendant/slide
guard):

.Standing at the top of slides and letting the visitors know when they can go down safely down
the slides.

.Controlling queues by using a rope as a gate.

.Keeping the area clean and tidy throughout the day

.Cleaning the bathrooms and changing rooms at the end of the day

Card Factory, Paignton (Christmas 2023- April 2024):

.Operating tills with cash and card payment transactions.
.Keeping the shop floor and card racks nice and tidy.
\Working with money and counting change.

EDUCATION

University of Trinity St David in Wales (2025 - Present): Level 4

Tourism + Hospitality:

.Learning modules such as Business skills and marketing essentials

.Presentations on Powerpoint

.Written essays and reports

South Devon college, Paignton (2023-2025) Level 3 Tourism +

Hospitality):

.Achieved Level 3 certificate and Diploma with a grade Merit

.Completed Presentations, roleplays, hosted an event where people paid to go at Kent's Cavern
in Torquay and gave visitors a tour of the caves at Kent’s Cavern.

Brixham College (2020-2023):

.Completed my GCSEs at Brixham college and achieved 7 passes with at least a grade 4 and a
Distinction grade in a BTEC subject choice.

OTHER ACHIEVEMENTS

.Bronze Duke of Edinburgh awards while | was at Brixham college.

.Participated in 2 major performances with an acting group (legally blonde and a Broadway
story).

.Helped out with some open evenings for potential future travel and tourism college students at
college.

.Completed my work experience at the Ibis Hotel in Paignton as a part of the college course.
.Owner of a full UK driving licence.

.Level 1 qualification in alcohol awareness, completed at college.

.Level 1,2 and 3 in the food hygiene online safety course, completed online at home.
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