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[bookmark: _Toc223949807]Introduction
This reflective essay will discuss the skills and knowledge needed to work effectively as a Hotel Operations Assistant. I chose this job because I have experience working in a 5-star hotel and I feel confident in my current role. However, I believe that I am ready to develop professionally and learn more about hotel operations. I would like to grow within the company and gain more responsibilities in the future.  
The role of Hotel Operations Assistant is important because it supports the daily operations of the hotel and helps ensure good service for guests. This role requires good communication, teamwork and organisational skills. Attention to detail and problem-solving skills are also important to maintain high service standards. 
In this essay, I will evaluate the key skills needed for this role. I will also analyse my own skills using a SWOT analysis and create a personal development plan. Finally, I will reflect on what I learned during this module and explain my future career plans.   
[bookmark: _Toc223949808]Skills Required for a Hotel Operations Assistant
A Hotel Operations Assistant needs a variety of skills to work effectively in a hotel environmental. This role involves supporting daily operations and communicating with different departments. Therefore, good communication and teamwork skills are very important (Cottrell, 2019). A Hotel Operations Assistant needs to work with housekeeping, maintenance and reception to ensure that the hotel operates smoothly.
Organisation skills are also very important in this role. A Hotel Operations Assistant needs to manage tasks and priorities, especially during busy periods. Good organisation helps ensure that all tasks are completed on time and that guests receive good service (Mullins and Christy, 2016).
Attention to detail is another important skill in a hotel environment, small details can affect guest satisfaction. Checking information carefully and following procedures helps maintain high standards.
Basic computer skills are also necessary for this role. A Hotel Operations Assistant may need to use Word or Excel to organise information and help prepare reports. 
Problem-solving skills are important because unexpected situations can happen in hotels. A Hotel Operations Assistant needs to respond efficiently and communicate with the correct department to solve problems efficiently (Robbins and Judge, 2019).
In my current job, I use communication and teamwork skills every day. I communicate with maintenance, porter and room service using the operational phone. I also communicate directly with guests to sure they are satisfied. This experience has helped me understand how different departments work together to support hotel operations.


[bookmark: _Toc223949809]Personal skills Evaluation: SWOT Analysis and Learning Style 
This section evaluates my personal skills and competencies using a SWOT analysis. This analysis helps me identify my strengths, weaknesses, opportunities and threats in relation to mi future career as a Hotel Operations Assistant (Armstrong, 2020).
[bookmark: _Toc223949810]Strengths 
One of my main strengths is my experience working in a 5-start hotel. This experience has helped me develop teamwork, communication and attention to detail. I also train new team members, and my supervisor often asks for my opinion because of my experience.
[bookmark: _Toc223949811]Weaknesses 
One of my weaknesses is that English is not my first language. Sometimes I need more time to understand or explain information. However, I am improving my English through daily practice at work and at university.
Another weakness is my limited experience in hotel operations and office tasks. I have basic computer skills, but I would like to improve my knowledge of Excel and reporting systems. 
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My current job and university studies are important opportunities because they allow me to develop professional skills and prepare for future roles in hotel operations. 
[bookmark: _Toc223949813]Threats 
One possible threats is the competition for hotel operations roles. Many candidates may have more experience in office work or management. 
Another threat is my basic level of English which can sometimes make communication more difficult. However, I learn quickly and I am improving my English through practice at work and university. 
[bookmark: _Toc223949814]Learning Style
Another self-assessment tool that helps me understand how I learn is learning styles (Cottrell, 2019). I learn best through practical experience and observation. I consider myself mainly a visual and practical learner. I learn faster when I see how tasks are done and then practise them myself. 
For example, in my job I learn new tasks by observing experienced staff and then practising the tasks. This learning style helps me improve my skills and gain confidence in my work.

[bookmark: _Toc223949815]Life Line 
The Life Line tool helped me reflect on important moments in my personal and professional life. One of the most significant high points was moving to London. This experience gave me the opportunity to work, become more independent and build a better future. 
Another important moment was starting my university course. Studying at university motivated me to think seriously about my career and develop new skills.
I have also experienced difficult moments, such as financial challenges and personal problems. Although these situations were stressful, they helped me become more resilient and determined.
Reflecting on my Life Line helped me understand how these experiences influence my motivation to grow professionally and pursue a career in hotel operations.



[bookmark: _Toc223949816]Personal Development Plan 
This personal development plan explains the steps I will take to improve my skills and achieve my career goal of becoming a Hotel Operations Assistant. Based on my SWOT analysis, I have identified areas that I need to improve in order to develop professionally (Jackson, 2014).

	GOAL
	How will I achieve it 
	What can prevent me 
	Duration 

	
Finish 
my 
University course 
	
· Attend classes 
· complete assignments 
           on time 
· Study regularly 

	
· Lack of time
· Lack 
Of confidence when speaking 
	
Long term 

	
Improve 
my 
English skills 
	
· Practice English at work and university.
· Learn new vocabulary.

	
· Limited experience 
· Lack of practice time 
	
Long term 

	
Get promoted or move into operations 
	
· Work hard 
· Learn new skills 
· ask 
For more responsibilities 
	
· Limited opportunities 
· Competition for role 
	
Long term 

	
Become a Hotel Operations Assistant 
	
· Prepare CV 
· Apply for jobs
· Continue 
Improving my skills 
	
· Lack 
of experience 
· Strong competition 
	
Long term 



[bookmark: _Toc223949817]Reflection on the Module 
This module has helped me improve my employability skills and prepare for my future career (Jackson, 2014). During this module, I learned how to prepare a CV and a cover letter and how to perform better in a job interview. 
[bookmark: _Toc223949818]CV y Cover Letter 
Writing my CV and cover letter helped me understand my strengths and work experience better. I learned how to present my skills in a professional way and how to apply for a job. (Cottrell, 2019). This experience helped me feel more confident about applying for future job opportunities. 
[bookmark: _Toc223949819]Mock Interview 
The mock interview helped me improve my confidence and communication skills. It helped me understand how to answer interview questions and explain my work experience clearly. I learned how important it is to prepare before an interview and present my skills clearly. This experience made me feel more confident about attending real job interviews.
[bookmark: _Toc223949820]Skills 
This module also helped me improve important skills such as communication, organisation and time management. I learned how to prepare for interviews and how to present myself professionally. These skills will help me in my future career in hotel operations. 

[bookmark: _Toc223949821]Next Steps 

After completing this module, I plan to continue developing my skills and knowledge for my future career (Jackson, 2014). One of my main goals is to continue improving my English and computer skills. I believe these skills are essential for working effectively in hotel operations.
I also plan to continue learning in my current job by gaining more experience and taking on more responsibilities. I would like to learn more about hotel operations and how different departments work together. 
In the future, I hope to apply for a Hotel Operations Assistant position. This role will help me develop professionally and gain more experience in hotel management. I am motivated to continue learning and developing my skills to achieve my career goals. 
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