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Reflective Essay 

Chapter 1 - Introduction

1.0 My motivation

I feel very lucky that I have been given the opportunity to pursue the Professional Practice course of Leadership in Hospitality by University of Wales, Trinity Saint David and I want to make the most of it. My motive is to identity my weaknesses, analyze my training needs and development areas, overcome my weaknesses, develop my personal and professional skills and bridge the gaps between my current skills and the required skills of my post – Human Resources Executive. So that, I can be more productive, confident, able to perform efficiently and effectively and to be a proactive leader.



Chapter 2 – My journey so far

2.0 Starting my career

In the year 2011, I started my career at Merville Beach Hotel which is part of LUX Resorts & Hotels, working as Human Resources Administrative Assistant. I was responsible for all administrative tasks such as producing documents for employees job description and contract of employment; doing new recruits induction; provide assistance to staffs and Human Resources members; organize meetings, interviews and conferences; taking notes of minutes; filing of employees job contracts, sick and local leave forms, pay slips and related letters; dispatching of letters and pay slips and helping in staff welfare, events and competitions. The most delicate work at that time was monitoring of employees’ attendance on Sicorax Software. Initially, I felt satisfied with my first job performance though I was under a learning process. Few months later, I started feeling monotonous doing the same routine and was trying to improve my administrative skills. But due to lack of knowledge and training in Human Resources Management, I could not improve myself much. Thus, it became imperative for me to pursue Human Resources Management Diploma course in order to perform the role of a Human Resources member properly and efficiently.

Undertaking higher academic study as method of training and development has changed my perception of professionalism. Human Resources Administrator was just the beginning stage of my career and I could climb up the hierarchy ladder if I devote myself to prior learning and personal skills development. Motivated to excel in the Human Resources field, I forged myself towards developing my communication skills, personal/interpersonal skills and applied the ‘Kaizen concept’ at my workplace – meaning there is always room for improvement and continuously trying to become better (cited by Masaaki Imai, 1986). Subsequently, I realized that my duties and responsibilities were no longer boredom. I started to see it from a different perspective and considered it as challenges. In my view, my duties and responsibilities were challenges to tackle so to be able to climb the next level of Human Resources hierarchy ladder.

2.1 First Achievement

 After 3 years of hard work, I graduated and became a diploma holder. On the other hand witnessing my determination for work and satisfied with my job performance, I was promoted to Human Resources Officer and was given greater responsibilities. My major duties were payroll calculation, recruitment, training, event management and quality assurance. I continued to use the ‘Kaizen’ approach (Masaaki Imai, 1986) to perform the new role. Being career oriented and optimist, I wanted to exploit this post with the implementation of new concepts and developments. I therefore joined a degree course in Human Resources Management where I studied profoundly about strategic management, analysis and decision-making.
For me, the most significant element was to learn about new techniques to accomplish continuous improvement. But at this stage it was also relevant to examine past experiences and techniques. Hence, I searched for an alternative based on past experiences and found ‘The Experiential Learning Cycle’, meaning experience as the source of learning and development (Kolb, D.A. 1984). This method helped me to enhance my existing skills, to do comparison between techniques used previously and new theories approach, to learn from the conclusion drawn and to finally plan/act accordingly. Gradually ‘the greater responsibilities’ that seemed to be threats were changed to mere challenges. Moreover, I completed the degree course in the year 2015 and was honored as a degree holder in Human Resources Management in the following year.

2.2 Current position

This year my perseverance paid off and I have been promoted to Human Resources Executive at Salt of Palmar Hotel and I have been given the opportunity to manage Human Resources department of the hotel. My core duties are to carry out effective selection and recruitment process, improve staff welfare, ameliorate safety and health measures, encourage training and development projects, responsible for payroll computation, enhance hotel and staff management, ensure compliance with quality assurance and maintain standard of operating procedures. I believe that my academic knowledge, past experiences, principles, know-know and skills will serve me as guidance to perform the role of Human Resources Executive.



Chapter 3 My own personal type, style and preferences

3.0 Learning styles
During my career path I have evolved my personality, learning style and preference. At first, I was an introvert person and observant type of person. Later I realized that this type of personality does not suit a Human Resource member and started to forge myself to be extrovert, thinker and problem-solver in order to be able to understand and communicate with staff members easily and to create a professional bonding with them. In light of ‘VARK Model’ - learning styles of Fleming & Mills (1992), that is visual learning, aural learning, read/write learning and kinesthetic learning, I used to learn from visual and auditory strategies but as the time was passing-by I felt the urge to learn from other strategies as well. Thus, I further developed my learning habits by means of reading/writing and kinesthetic strategies.

3.1 VARK model

According to the VARK questionnaire, today I rank in the category of multimodal learning style and have a strong preference for kinesthetic followed read/write as I learn best from the activities, work and experiments I am involved in. Moreover I usually write down my notes, agenda, action plans and make list of tasks in order to remember them and to cross check them afterwards. In other words this action leads me towards the targets I have set to achieve in my day-to-day activities.

3.2.0 Pragmatist learning style

Furthermore in the context of ‘Learning Styles of Honey and Mumford’ (1982), that is Activist, Reflector, Theorist and Pragmatist, I stands first in the Pragmatist learning category – those who want to know how to put what they are learning into practice in the real world. I am very keen to search for new ideas/techniques and take the opportunity to experiment them by applying them at my workplace to see if they work. As a pragmatist, I look for obvious link between subject matter and a problem or opportunity at work, concentrate on practical issues, opt for techniques with practical advantages that is how time can be saved, how to make good impression and how to deliver good results, seek coaching and feedback from a credible expert like the Human Resources Manager and General Manager. I see myself as a realistic person in the business world rather than being theoretical.

3.2.1 Reflector learning style
My next best learning style category is ‘Reflector’ that is learning by watching people and thinking about what is happening. I’m a very thoughtful person and likes to consider all possible angles and implications before making a move. This aptitude helps me to carry out painstaking research, probe to get to the bottom of things, do analysis carefully and produce reports methodically. Yet, the tendency of being too cautious sometimes result as to have slow down the mind process to draw conclusions and time consuming to reach a decision.

3.2.2 Activist learning style
Thirdly, I fall in the ‘Activist’ learning style category – learning by doing where I learn much as well as while involving with people, by engrossing myself in competitive teamwork tasks and from new experiences, problems and opportunities. Being an activist, I have lot of limelight which allows me to lead discussions, give presentations and chair meetings. I also possess the ability to face challenges and adapt with changes while being optimistic and flexible. However, this attitude often drives me to take risks and get involved too much in tasks.

3.2.3 Theorist learning style
Nevertheless, I do get influenced by very few theorists and try to implement their theories, models and concepts where it seems convenient. This demonstrates that I have a moderate preference for theories. I actually have a strong preference for reflector to ponder experiences, observe them from many different perspectives and think thoroughly before reaching to any conclusion.

3.3 Preferences
Tough I have a very strong preference for the combination of activist and pragmatist as it relates to the fact that I am confident about my ideas, very practical in decision making and problem solving. Also, because I tackle problems by brainstorming and thrive on the challenge of new experiences with the philosophy: “There is always a better way and if it works it’s good”.



Chapter 4 – Current skills gap

4.0 Training Needs Analysis

So far, I have developed my personal skills. With my past experience, know-how, ability and current skills I am able to do my work as a Human Resources Executive. But in order to manage the Human Resources department efficiently and to excel in hotel management I undoubtedly need to be proficient. To find out which skills I lack or/and need to improve for my current post of Human Resources Executive, I took my job description together with my curriculum vitae and made comparison between the required skills of my post and the skills that I possesses. With the aid of ‘Training Needs Analysis’ model I noted down all the skills that I lack or/and need to improve and as result I found my weaknesses in leadership skills, communication skills and decision-making skills. Eventually the result obtained also revealed that I lack knowledge about employees’ motivation factors.

4.1 Bridging the gaps

To bridge the current skills gap, I opted for ‘Reading and Research’ as learning method to improve my communication skills as well as my leadership skills and will most likely seek for ‘coaching’ from General Manager and Human Resources Manager – ‘Coaching’ method of learning by Schön, D.A. (1987), where he describes coaching in terms of telling/listening and demonstrating/imitating and suggests that students learn skills by practicing them. Their coaching on leadership skills and communication skills are the key elements which will allow me to proactively guide Team Members, manage employees efficiently and confidently to lead them towards productivity.

As for enhancing decision-making skills, I will use shadowing technique to learn from Financial Controller, Human Resources Manager and General Manager and will probably apply ‘Read/Write Learning’ from ‘VARK Model’ - learning styles of Fleming & Mills (1992) while sitting along with them, observing them how they reach to take the best final decision, questioning them and writing down the whole process to read them afterwards.  This will definitely improve my ability to take decision.

The utmost important role of Human Resources Management is to retain its employees through motivation factors. I need to deepen my knowledge of employees’ motivation factors, which incentives or benefits or rewards is most convenient and how to implement them. In this case, I will opt for self-learning that is by ‘Reading and Research’, followed by ‘Theorist learning style’ of Honey and Mumford (1982) in order to collect sufficient data and evidence for analysis and to choose the best employees motivation scheme with respect to the budgeted labor cost as well as employees’ interest.

Chapter 5 – My future development

5.0 My objective

Ultimately my objective is to become a responsible Human Resources Manager at Salt of Palmar Hotel in next three years. While considering the ‘Theory of Self Directed Learning’ technique of Richard Boyatzis (2002) that involves self-learning at the following five stages:

1. My Ideal Self – Who do I want to be?
2. My Real Self – Who am I? What are my strengths and gaps?
3. My Learning Agenda – How can I build on my strengths while reducing my gaps?
4. Experimenting with and practicing new behavior, thoughts, and feelings to the point of mastery.
5. Developing supportive and trusting relationships that make change possible.


I find the need to become a good leader first. Secondly, I will have to improve my organizational and project management skills to be able to undertake projects and execute strategic plans. There is also the need to acquire basic knowledge of all operation at different levels by getting involved at each stage and working with line managers. Moreover, I will have to enhance my knowledge of budgeting and financial needs to be able to forecast budget and use funds promptly.



Chapter 6 – How to accomplish my goal?

6.0 Personal Development Plan

Being determined to achieve my future post and in view to further develop my skills and broaden my knowledge, I made a personal development plan that will serve me as guidance which way to go. Basically I need become a good leader so to be able to handle the staff members efficiently and confidently. I will therefore have to seek for coaching from the current Human Resources Manager and General Manager as form of learning, training and development. My second area of development is to enhance my knowledge of budgeting and financial needs in order to estimate Human Resources department budget accurately, to have better budgetary control and to make use of funds in a cost-efficient manner. I will deepen my knowledge by shadowing the Financial Controller as well as by seeking coaching from the current Human Resources Manager.

Other skills that I will need to ameliorate are organizational and project management skills as these skills will help me to produce short-term and long-term action plans and to execute strategic plans. Thus as training and development technique I will opt for self-learning by ‘Reading and Research’ and mentoring by General Manager and the current Human Resources Manager. It is curial to have an overview of the all operations and how each department functions to better understand their needs and loopholes. Consequently, I will have get involved at all operational levels to study their functions and interact with line managers through coaching and shadowing so as to examine their roles and identify the conflicts they face.




Chapter 7 – Conclusion

7.0 Determination

I’m pretty much sure that the training need analysis and personal development plan established will definitely lead me towards my goals and I will have to achieve it by the process of continuous learning and continuous improvement.
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SUMMARY
In course of achieving 7 years of working experience in Human Resources department, I have developed good interpersonal, communication, organisational, managerial, problem-solving, time management and training skills. Acquired expertise in payroll, selection and recruitment, staff welfare and maintaining professional relationships. Gained knowledge about human rights, human psychology, human behaviour, performance management and implementation of strategic plans. Possess a strong ability to adapt with changes, to work independently and co-ordinating with teams to deliver a quality and satisfactory result within the given time period. Aiming to become a responsible HR Manager in a couple of years.


PROFESSIONAL EXPERIENCE
	
· HR Executive				From: 	June 2018		To: Present
Salt of Palmar (140 Team Members)
	
Recruitment	- Study applicants’ applications, analyse candidates profiles matching with related post 				requirements, select suitable candidates, carry out candidates interview with directors and head of 			department by applying STAR method and other appropriate interview techniques in order to better 		judge candidates, compare the best candidates and appoint the most suitable ones.

Payroll		- Update master database, monitor employees’ attendance and leaves, calculate salaries, overtime
and transport, process payroll accurately and efficiently on Vipertex Payroll Software in respect of 	a good time management.
 
Training		- Participate to train employees to form them and bring awareness about hotel’s culture; concept;
values and Mauritian history. Undertake training where necessary to perform better and deliver
quality results.

Compliance	- Make sure appropriate rules and regulations are being applied for smooth running of operations, standard of operating procedures are being followed by each team member, safety and health legislation are as per government requirements and employees’ rights are being met as per employment act.
Reporting	- Documenting human resources and management issues and report to directors. Preparing of management reports and strategic plans. Monitor closely master critical follow-up file. 

Assistance	- Provide HR support and guidance to every employees, treat their requests and resolve their problems in accordance of law and confidentiality.

· HR Officer				From: January 2015		To: June 2018
Merville Beach Hotel (250 Team Members)

Interview	- Conduct attentively the selection process for short listing of best candidates, perform formal
interviews and finalise the most appropriate one.

Payroll		- Responsible for calculation and processing employees’ salaries, overtime, transport, increment,
allowance and end of year bonus effectively on Sicorax Payroll System in the given time period to
be able to credit salary on scheduled pay date. Sicorax is a payroll software system for calculation
of payroll and monitoring of employees attendance.

Training	- Provide training to administration about HR rules & regulation, HR ethics and HR functions, to
train subordinate and Trainees to work as per the norms & values of the company, to monitor closely
Training & Development progress and requirements. To attend training session where necessary.

Communication - Ensure effective communication at workplace between employees and management about official
notices/communiques, tournaments, festive greetings, birthdays, employee of the month, star
employees and invitations. Provide accurate and reliable information to head office, sister hotels
and public as for an effective external communication process.

Compliance	- Verify whether standard operating procedures are being followed by every team member as per
set standards and evaluate whether employees are abiding to quality assurance service. Perform
inspections to check whether safety and health measures are being respected and are being put in practice.
	
	Events		- Plan events such as staff/kids party, employee of the month/year, tournaments, staff welfare
with HR Manager, dress up action plans for venue, invitation, theme party, meal course,
welcoming, animations and transport in order to organise the event step by step in due course of
time, delegate tasks to co-partners and execute the planned actions at the right time for successful
events in limited span of time.

Cognate duties	- Attend staffs queries, provide guidance, resolve employees’ conflicts to avoid major management
issues and maintain hotel image. Assisting management in reporting.


	Key Achievements-Implementation of bodet system that is an advance system of clockings which can be synchronized
			and controlled by a master clock to have a better monitoring of attendance. By introducing the
			system to all heads of departments and by carrying out one to one training to explain them how
			efficiently they can apply it and can work on it.

-Stabilization in calculation of payroll for a quicker and smoother payroll process between HR and Finance department by eliminating the barriers that causes delay and by regulating anomalies reports, sick & local leaves, overtimes and transport.
-Promoting welfare for Team Members by renovating their restaurant, changing room and rest
rooms in order to provide a comfortable and pleasant working atmosphere. Also, organizing
competitions and tournaments for them.


· HR Administrative Assistant		From: February 2011		To: December 2014
Merville Beach Hotel (250 Team Members)

Documentation 	- Preparing employees’ contract of employment according to agreed HR terms and conditions,
drafting of job descriptions in compliance with standard of operating procedures and quality control
and produce testimonial letters for leavers.

Induction	- Welcoming new recruits, provide them with their job description/employment contract, introduce them to team members/departments and orient them about their functions and rules/regulations.

Attendance	 - Extract employees clocking report from Sicorax Software to verify each employees’ clocking on a daily basis, send attendance report weekly to each head of department for correction of anomalies, monitor and update employees’ sick/local leaves, input new recruits and terminate leavers in the system for a proper recording of attendance.

Assistance 	- Attending employees’ queries/complaints, to report the management and to provide staffs assurance and proper guidance while maintaining confidentiality.
	
	Meeting		- Organize conference room and required equipment for meetings and training, attend meetings to
take notes of minutes, drafting minutes and mailing to concerned members.

Filing	- To file each employee job documents/contracts, sick/local forms, pay details and letters in his/her respective file in a systematic manner.

Despatch	- Ensure letters and payslips are despatched to recipients in the given time frame while maintaining confidentiality. 

Staff Welfare	- Designing invitation cards, send invitation to recipients, do follow up for staff confirmation, preparing award certificates of employees and provide assistance in organising events.

Key Achievements-Successfully completed BSc Hons in the Human Resources Management in the year 2015 from 			Univeristé Des Mascareignes in partnership with Université De Limoges.

-Developed a good relationship with team members and Management which helped me in running
the operations smoothly which was very challenging as well as a threat for me. Being a young and
inexperienced Human Resources Member, experienced head of departments were not abiding to 	my requests and instructions. With time I managed to prove myself as a good, trust worthy and 	responsible Human Resources Member. 

-Was acting as an HR Officer and performing duties of an HR Officer for one year in the company
and was held responsible for both HR Admin and HR Officer duties.



EDUCATION AND QUALIFICATIONS

· BSc Hons in Human Resource Management		Year: 2015		Result:	Second Class
Université Des Mascareignes							First Divison

· Diploma in Human Resource Management		Year: 2014		Result: 	Merit
Université Des Mascareignes

· Association of Chartered Certified Accountants	Year: 2011		Result: 	Level 1 - Pass
MMA Institute

· Higher School Certificate				Year: 2010		Result: 	Pass
Prayag State Secondary School

· Hindi Studies Certificate				Year: 2010		Result: 	Pass

SKILLS
	Proficient in Microsoft Office, Sicorax and Performance Management System.

INTEREST & ACTIVITIES
Playing football, domino, watching television and participate in social welfare activities.

























JOB DESCRIPTION















HUMAN RESOURCES EXECUTIVE

	
Job Title
	
Human Resources Executive

	
Department
	
Human Resources

	
Reporting to
	
Human Resources Manager and General Manager

	
Main Purpose
	
To assist the Human Resources Manager/General Manager in planning and implementing the smooth and efficient operation of the Human Resources Department. To personally conduct researches and compile data for the development of strategies and cost-effective personnel/Human Resources services, which will enable the Hotel and the Group to achieve its goals and meet its responsibilities towards the staff it employs.

	
Base of work
	
SALT of Palmar Hotel is the base location. 






	
Salt of Palmar Purpose and Values

	
Our Purpose
To inspire the world’s explorers by connecting with local people and places.


Our Values
· Simple
· Local 
· Curious
· Human
· Transformational






	
Organigram



[image: ]




	
Role of Human Resources Executive


	
To deal with all employee-centric issues in the hotel and to efficiently perform recruitment, remuneration, organizational development, performance management, health & safety management, succession planning, effective communication, administration and training & development. Also, to develop strategic plan in order to meet the vision and values set. Provide supervision and consultation to training, legal advisory and HR systems. Offer advice to Heads of Department on various personnel matters, evaluation process and to exchange information.





 
	
Duties & Responsibilities


	
Human Resources Executive is responsible to enable the employees to effectively and productively contribute towards the overall growth of the company and the accomplishment of the goals and objectives of LUX Resort. Hence, following tasks in different management areas must be carried out:


	· Logbook Updating
	Checks the HR attendance book to control punctuality, absenteeism and overtime, and reports to the HR Manager and/or takes necessary corrective actions as instructed.

	· SOP Compliance & Quality Assurance
	Efficiently implements all SOP(s) pertaining to personnel management and staff issues, and ascertains their professional execution.

	· Team Management
	Maximizes the efficiency of the human resources of the HR Department by planning and preparing the distribution of tasks and allocation of stations, and submit to the HR Manager for approval.

Assists the HR Manager in employing or releasing staff according to HR Policy and Guidelines.

Holds regular meetings and staff meetings with staff members to share information and resolve work issues as per request or in the absence of the HR Manager.

Actively participates in the performance evaluation of subordinates and drafts appraisal reports in accordance with the Group HR Policy and Guidelines for the HR Manager.

Supervises the smooth and efficient running of the HR Department as per instructions.


	· Internal/ External Communication
	Informs the HR Manager of any Human Resources situations and issues, which raises concern.

Takes particular care in keeping the HR Manager fully aware of all that is happening in the operation, which is directly or indirectly linked to HR Management and Development.

Converses with team members whenever possible to obtain feedback and suggestions for improvement.

Attends various management meetings to discuss and resolve operational and staff issues when requested.
Follows accident matters with the relevant authorities as per request.

Keeps abreast of any changes or amendments to labour laws and brief the HR Manager accordingly.

	· Recruitment & Selection
	Assists the HR Manager in preparing, planning and supplying forecasts on people requirements in terms of numbers and competencies and in planning for the timely recruitment of employees to meet operational requirements.

Conducts interviews and selection of candidates when requested and advises the HR Manager on the selection of employees.

Actively participates in the induction of newly recruited employees.

Maintains an up-to-date database of candidates in HR Management software.

	· Personnel Administration
	Ensures the accurate and timely execution of pay-roll activities.

Personally verifies that all data in HR Management software, other HR information systems and personnel records are accurate and up-to-date, and provides the HR Manager with the necessary information.

Applies personnel management procedures according to best practices and the Group HR Manager’s Guidelines.

Participate in all aspects of initial hiring such as preparation of contracts.

Participates in all aspects of ending employment when necessary.

	· Training & Development
	Implements company policies on performance review so as to make a significant contribution to employee motivation, productivity and development.

Identifies training and development needs according to priority and advises the HR Manager and Hotel Management line Managers.

Assists the HR Manager in planning employee development programs in collaboration with LUX Training Academy.

Follows orientation of all new employees in accordance with Hotel Policy and Guidelines.

Assists the HR Manager in delivering training in collaboration with LUX Training Academy.

	· Health, Safety & Welfare Management
	Verifies the compliance of all staff with Health and Safety regulations and standards.

Plans the organization of social activities for staff, as well as local community involvement activities.

Undertakes the timely and cost-effective distribution of uniforms, shoes and other accessories and amenities, in alignment with remuneration orders and SOP(s).

Provides advice on Health, Safety and Welfare issues to ensure that the organization meets its legal and social obligations.

	· Budget Preparation & Cost Control
	Assists the HR Manager in analyzing facts and figures regarding salary so as to recommend regular changes and reviews to the salary scale of the Hotel in line with Group salary scales and industry benchmarks.

Advises the HR Manager on remuneration and performance incentives in order to attract, retain and motivate employees.

Keeps abreast of government rules and regulations that might affect employee compensation packages, and advises the HR Manager accordingly.

Ascertains that headcounts and costs remain within established budget lines, taking corrective action in collaboration with the HR Manager when required.

Actively participates in the drafting of yearly budgets for a cost-effective personnel management and staff activities.

Closely monitor all HR related expenditures and reports to the HR Manager.












	
Skills & Knowledge


	· Skills & Knowledge
	Ensure staff productivity through such functions as recruitment and appraisals.

Maintain effective employee relations, counselling and career planning.

Organize and administer the Department so that productivity is maximized.

Communicate internally with other Managers and externally with Public Authorities, to achieve targets and goals.

Extensive and detailed knowledge of common business practices.

Take responsibility for your own and significant responsibility for the work of others.

Demonstrate leadership and /or initiative and make an identifiable contribution to change and development by leading and managing substantial projects.

Able to absorb and assess information quickly and identify and analyze routine professional problems and issues.

Draw on a range of resources to make appropriate decisions and meet targets while working under pressures related to time and budgets.
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Training Needs Analysis



	What am I good at?                                          [image: Image result for swot analysis clipart]            
	What do I need to work on?                         [image: Image result for swot analysis clipart]

	· Planning - Mount ideas and agenda in a systematic manner
· Organizing - Set up schedules and delegation precisely
· Executing - Assign tasks and monitor closely
· Time management - Work under-pressure to meet deadlines
· Attentive - Attending employees’ queries & complaints
· Meticulous - Pay strong attention to details & actions
	· Leadership Skills in order to better act as a leader.
· Communication Skills to better understand & manage employees and to be able to lead them easily towards productivity
· Analysis and Decision Making regarding management & financial aspects and budgetary & strategic plans to perform efficiently and in a cost-effective way within the plan budget.
· Team Member motivation factor - To learn how to implement incentives, benefits and rewards with respect to budgeted labour cost

	What could help me along?                             [image: Image result for swot analysis clipart]               
	What might stop me?                                   [image: Image result for swot analysis clipart]

	· Playing the role of a leader - Being in the shoes of leader, I will be exposed to challenges and this will help in developing the characteristics and ethics of a good leader
· Working in collaboration with the finance team and directors will enlighten my know-how and forge my skills in terms of financial skills
· Applying SWOT analysis technique to reach appropriate cost-effective and productive needs of employees and better understanding their threats and opportunities
	· Ineffective communication between leader and employees may give rise to misunderstanding and conflicts. It may also create disagreement among team members
· No or poor cooperation of finance team and HODs regarding confidentiality, constraints and limited time frame
· Inaccurate or lack of information for survey analysis and comparison with past years data






	







                   Personal Learning & Development Plan






	
Name: Devesh Chatoo

	
Course: Leadership in Hospitality

	
Learning Provider: University Of Wales, Trinity St David’s

	
Level: 4

	
Start Date: July 2018

	
End Date: October 2019



	

Why am I doing this course?
	By undertaking this course, I will gain accreditation for prior learning and will develop my personality and professional skills.

This will also help me to bridge the gaps between my current skills and the required skills of my post.

	

What is the direct benefit to me/my employer?
	My confidence level will increase and by working on my training needs, I will be more productive, will perform efficiently and will be able to lead a team effectively.

Human Resources Department management will be improved and will function as demanded by the top management.

	

What other qualifications have I done (if any), that are relevant to this course?


	
Accredited Diploma in Human Resources Management and Degree in Human Resources Management.



	
Development area
	
	Action Points	
	
Start Date
	
End Date
	
Comments/Progress

	





Leadership
Skills
	
Aim: To proactively guide and handle the whole team efficiently and confidently

Action 1: Research on ways to develop leadership skills

Action 2: Learn from observing leaders



Action 3: Play the role of a leader
	





Sep
2018
	





Review
Jan 2019
	


Action 1: Self-learning from articles and internet search in order to choose the appropriate way to develop my skills.

Action 2: Apply follow-the-leader concept by learning from Human Resources Manager and General Manager.

 Action 3: Undertaking small specific work based projects and perform as a leader.

	





Budgeting and 
Financial Needs
Analysis
	
Aim: To forecast budget accurately and to learn how to prepare the Human Resources budget and use funds effectively

Action 1: Budget preparation of Human Resources Department

Action 2: Budgetary control techniques


Action 3: Human Resources Department Financial Needs in terms of effectiveness of budgets.
 

	






Dec
2018
	





Review
Mar 2019
	


Action 1: Shadow Financial Controller to gain knowledge about human resources budget preparation.

Action 2: By coaching from Human Resources Manager how to manage and control costs against budgeted costs.

Action 3: Mentoring from General Manager and Human Resources Manager for an effective measurement of cost.



	




Project
Management
Skills
	
Aim: To be able to execute projects and action plans for all departments on specific set targets.

Action 1: Do research how to improve project management skills

Action 2: Undertake recruitment project/meetings

Action 3: To learn from Mentors
	
Sep 2018



Sep 2018




Sep 2018
	
Dec 2018


Review
Oct 2018




Dec 2018
	
Action 1: Reading and Research via internet

Action 2: Carry out selection and recruitment process carefully in respect to the recruitment strategy set and do meetings by applying management skills to meet improvements.

 Action 3: Observe how Human Resources Manager and General Manager conduct meetings and manage project execution.

	





Involvement at operational
levels
	
Aim: To better understand line managers’ functions at their operational levels and to be able to measure employee performance

Action 1: Spend a day in each department


Action 2: To have one-to-one training with head of departments


Action 3: Involve with employees of all departments

	




Mar 2019


Mar 2019



Apr
2019
	




Apr 2019


Apr 2019



May 2019
	

Method : Action Learning Groups


Action 1: To better understand the flow of each department and the risk associated.

Action 2: In order to enhance knowledge about the role of particular head of departments and the conflicts they face.

Action 3: Study employees at their workplace and measure their performance with performance appraisal forms and feedback sheets from their Managers
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