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INTRODUCTION 

The purpose of this presentation is :

To improve on my learning experience in 
this module

To show my strengths and weaknesses

The strategy I use to manage my time



SWOT analysis

Strengths: 

➢ Time management

➢ Note taking

➢ Communication 

Weaknesses: 

➢ Summarising skills

➢ Academic writing



 TIME MANAGEMENT

• Time management can be defined as the procedure of organizing and planning of dividing the 

time among practices .

• This skill is vital specifically in the role of housekeeping manager as I must manage my team 

to get their job done in time (Rowe and Zegwaard,2017)

 NOTE TAKING 

• The practice of concisely recording the essential information that can be recalled later is 

known as note-taking .

• As a housekeeping manager, it can be handy for keeping a record of the tasks that are 

completed and yet to be done (Osmani et al .,2019).



CV
Definition: A CV know as curriculum vitae, is 

an in-depth document that consists of 
relevant information related to 
professional and academic 
history(Cotronei-Baird,2020).

 It opens a pool of opportunities for 
myself as per the desired job position 
and field. 

 By having a good cv I will make a good 
impression when applying for a job.

 A good CV helps me show the employer 
what kind of person I am as the cv is the 
direct communication.  



Cover letter

Definition : This is a well-written document that is 
generally submitted with the job application or CV 
consisting of the applicant's interest in the position 
and the applicant's credentials(Suarta et al.,2018).

 The cover letter that is attached to the CV helps 
me in introducing myself to potential 
employers(Cotronei-Baird,2020).

 Through cover letter I can present my personality 
and interest. 

 It provides me a chance to portray my professional 
story in a personal manner.



Personal Development Plan

 To write the key points and phrases.

 To read original texts multiple times and 
assuring that the summary is sorter than 
original source.

 To understand the key notes of a text.

 To be able to create my own opinions about a 
writing text or a content.

 To improve my writing and reading skills.



Conclusion

 Evaluation of the different kinds 
of academic and employability 
skills.

 Skills  that can be implied in the 
future for professional and 
personal development.

 Theories and models related to 
the development of these 
essential skills.

 Essential skills in the role of 
housekeeping manager.
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