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1. Part A 

1.1 [bookmark: _Toc29640083]Introduction

This portfolio focuses on placement research and analysis, identifying three different placement options, distinguishing which placement suitably meets the programme pathway. A placement is an opportunity to learn new skills, though gaining experience in the workplace through a series of evaluation, distinguishing the best viable option for your chosen career. (Bratton). Aiming towards, adaptation, gaining transferable skills, self analysis and self development. (Andrews and Russell 2012). 
 
These placements include, The Little Nell, a 5-star Hotel based in Aspen, Colorado, the opportunities would include Forbes training working within a well-respected prestigious Renee and Chateaux hotel. (The Little Nell, 2019). The second option is Eastgate Travel, a well-established local travel agency. (Eastgate Travel, 2019).  The third placement options would be PGL a sports centre based in France and Britain. (PGL, 2019).

1.2 [bookmark: _Toc29640084]Placement Benefits

Adaptation and transferable skills are taken into consideration, incorporating judgement and decision making. Choosing a placement, consideration should be taken in self-analysing questions. Bratton conveyed “extrinsic and intrinsic motivations theorised, that what people believed, lead to their desired outcome”. (Bratton, 2007). Personal development within the chosen working environment the advantages would be communication, creative thinking. A continuation to build on judgement and decision making, people management, judgement and decision making. (Pitson, 2019). Based on Maslow’s hierarchy of needs of the individual benefits and employability. (Maslow, 2015). 

1.3 [bookmark: _Toc29640085]Placement Rationale

Consideration of choosing the placement carefully, how this can benefit my career, allowing for employability in the future, (Bratton 2007). Gaining experience to add to my C.V in order to attract attention from employers. (York, Knight, 2004). Furthermore experience the work itself, making sure that this is the field that I am actually interested in, before committing to a job that would be unsuitable for my personality or abilities, whilst networking. Having the capabilities to accomplish the tasks asked, without prior experience this could be disastrous, putting theory into practice. (Bratton, Militza,Forshaw,Sawchuck, 2007). 

1.4 [bookmark: _Toc29640086]Placement Opportunities

Understanding the key elements of placement opportunities should be considered whilst choosing placement. Covey suggests, “the relevance of opportunities is dependant on the desired outcome of the individual”.(Covey 2004).

The first placement under evaluation is the Little Nell, based in Aspen Colorado. The Nell offers progression within the workplace.  However, there is no fast track progression, the requirement for progression requires a considerable length of time, at which there are no guarantees. Time management, communication and listening skills would be gained as transferrable skills. The costs of attending placement abroad should be considered the initial outlay proves to be expensive housing, passports and flights. This is a viable option if a student wanted to work abroad, the training, Forbes qualification and prestige would prove valuable within the hospitality industry. (The Little Nell, 2019).

Secondly is Eastgate Travel, offers opportunities to progress within the independent travel agency.(Eastgate Travel, 2019). Having management and staff with considerable knowledge of the travel industry would prove invaluable if progressing within this area of the travel industry. This opportunity would be unpaid, however, possible progression to managerial level would be advantageous. Though there are limited opportunities within the Travel Agency, transferable skills such as people management and negotiation, would be prioritisation as well as research and analysis, based on Maslow’s hierarchy of needs. (2015). 

Lastly PGL, this placement would offer career progression through routes of Team Leader, Guest Manager, Operations Manager. Clear distinctions between responsibilities were given during the guest speaker’s lecture. (ASET, 2019). Considering the option of working abroad would be fundamental to the initial outcome of any decision. Transferrable skills within PGL would include delegation and leadership qualities based on the outline of the job description. The qualifications gained would be activity based, the guest speaker acknowledged fast tracking and progression within the company. (PGL,2019).

The basis of the evaluation is to conclude which placement would be most suitable for a placement opportunity. Though all three placements would have transferable skills such as people management, critical thinking, listening skills, team leading. Bratton conveyed, “extrinsic and intrinsic motivations theorised, that what people believed, lead to their chosen outcome”, (Bratton, 2007). I am still undecided as to what direction to pursue. Consideration will be given and further analysis when all work placement opportunities have presented themselves during the remainder of the semester. 
[bookmark: _Toc29640087]2. Part B

The need to understand personal attributes within a work environment is essential to gain insight in what areas should be improved, based on Maslows theories and self-analysis. Having worked for numerous years, organising reports helps to objectively evaluate and analyse a situation, which is key to problem solving. Working as part of a team has taught me people management skills, coordinating with others and learning to negotiate.

[bookmark: _Toc29640088]2.1 Qualifications Audit

The following qualifications are applicable to following a travel and tourism career pathway and all have transferrable skills relevant to the work environment.

GCSE 6, Typewriting Level 2, Word 2, Business studies RSA 2, Retail Operations NVQ, Health and Safety, Welsh Bac, Forbes Trained
All business-related topics stated are essential to working within travel operations management as the industry now requires use of artificial intelligence, whether this is computer use or further developments within the industry. Retail Operations include a varied spectrum including sales, key performance indicator reports, daily, weekly and monthly. Sales negotiations and budgeting are also relevant in retail operations along with the practicalities of stock maintenance, money transactions and record keeping. A key advantage is to understand the basics within the business structure in order to progress within a company. Health and safety are fundamental to any workplace as key policies and procedures must be adhered to. Though each organisation has a different set of Health and Safety issues due to the basis of the requirements of the job role, (HSF, 2019). Welsh Baccalaureate (W.J.E.C) is a personal development plan focussing on key areas of personal development with existing qualifications, honing a skill set such as communication, teamwork, leadership qualities. Forbes trained would be relevant for the hospitality industry, this qualification teaches the highest standard of service. This includes appropriate use of language, gestures, standards of excellence. Forbes teaches observation of small gestures and minute details are key to the successful continuation of guests needs and wants. Guest service and presentation is highlighted with specific emphasis on the importance of maintaining customer service and relations.

[bookmark: _Toc29640089]2.2 Training Needs Analysis

During this placement further development is needed in numerous areas, including and specifically computer literacy as this is a particularly important skill to develop further. This can be obtained through the University of Wales Trinity St David’s help with learning studies.(U.W.T.S.D, 2019) The practical skills in word processing having been obtained many years ago and have since been improved over time. I feel that there is a shortfall in the knowledge of computer literacy and would wish to develop this skill further. Furthermore, as I have not identified which placement opportunity, I feel more practical HR skills are needed, which could be obtained through my placement choice. Once a decision is made the aim is to gain as many additional qualifications as possible in order to further my knowledge within the industry, helping to secure a better understanding and gain expertise in order to make the experience both valuable for myself and the placement provider. Gain understanding to progressively contribute and gain clarity within the organisation.

[bookmark: _Toc29640090]2.5 Pre-Placement Review

To review and reflect on the pre-placement experience would include the advantages and disadvantages of the considered placement providers. Firstly, the placement within the Little Nell in Aspen, Colorado. There are numerous benefits as I have previously secure and completed a placement opportunity here. There is room for progression within the hospitality industry and the skills taught would enhance leadership qualities. However, progression is slow and would take a considerable length of time, cost and is dependant on whether you would want to remain overseas at length. Secondly Eastgate travel agency a well-established company, gaining experience within the travel industry would be advantageous. Progression to managerial level would be available, though there are limited opportunities as this is an independent store. Lastly, PGL a sports centre based in Europe and Britain. There are many different opportunities in career progression in numerous areas which include, Human Resources, Coordinator, Team Leader. This is aimed at sports tourism and does offer plenty of opportunities. A contributing factor is that progression is gained by travelling abroad, which would mean a length of time away from home.

Due to commitments and work constraints this proves a challenge as to choosing the placement provider, careful consideration must be taken. The main challenge is decision making into which avenue would be best suited to my strengths and am undecided as to which area of travel and tourism to pursue. Once all viable options are presented then a decision will be made as to which direction to pursue.
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96 Swansea Road
Llanelli
SA15 3BJ
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 Eastgate Travel
18 Park Street 
Llanelli
SA15 3EY

Dear Mrs Steele, 

Application for the Internship

 I would like to apply for the post of Internship that was advertised through Eastgate Travel Agency this week. As a result-based focus individual I feel that I would be an ideal candidate for role. 

As highlighted in my C.V you will see that I have significant experience in a retail and sales background, focusing on a target based and sales management environment.  I have an excellent understanding of customer focus and care, exceeding sales targets and maintaining good work relationships.

I understand the exceptional standards set by your company and believe that the company would benefit from personal and work-based knowledge. In previous year I have developed highly successful negotiation skills and can use critical analysis in achieving a set goal.  The use of effective communication skills are an advantage and I believe essential in good business management.

 I would welcome further discussion and communication and attach my C.V, I thank you for your consideration and look forward to hearing from you.

Yours Sincerely

T Davies
Enc. CV

] 
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[bookmark: _Toc27410108][bookmark: _Toc29640092]4. Appendix
[bookmark: _Toc27410109][bookmark: _Toc29640093]4.1 Personal Career Action Plan

Personal Development Plan


	
Objectives
What do I want to be able to do better?




	
Success Criteria
How will I recognise success?
How will I review and measure my improvement?
	
Actions
What methods will I use to achieve my learning objectives?
	
Implementation
How will I practise and apply what I learn?

	
Greater depth and understanding how policies and procedures work within a company. The work that the business entails.




	
Being able to identify key opportunities within the company and engage in any opportunities that are presented.
	
Codes of Practice NCWE, (NCWE, 2005), taking advice from the manager and team leader. Continued support from lecturers and peers. Through course assessment, line managers.


	
Through continuation of practice in the workplace environment.
Use of personal development plan. (CRA, 2002).


	
To gain valuable experience through my provider within the Travel and Tourism Industry in order to understand the industry.



	
Improvement of understanding of the nature of tasks provided.

	
To have continued support through lecturers, feedback and appraisal through team members and management.
	
Through execution of the job, using any relevant training or courses through the work itself. (Fanthorne, 2004).



	
Personally, develop team management skills and enhance critical thinking.
	
Formal and informal appraisal and continued self- appraisal




	
Gain experience and continue to revise and practice the use of technical support and computer literacy course also through work-based learning. (Trigwell,1998).

	
Appraisals improve and there is an incline in ability to perform tasks successfully. Using the management matrix, (Covey,2004).

	
Further career progression through use of networking within the industry, through links with placement provider.
	
The expansion of available opportunities that are gained, through networking.
	
 Social media platforms, such as linked in and any peer or management suggestion that would be beneficial to enhancing employability, (NCWE, 2008).

	
Through continuation and use of social media as a platform for enhancing status within the industry, through experiential learning (Kolb, 1994).


                                                                                                                                                                                                                                                                                                                                                                                                                    

4.2 Curriculum Vitae

Curriculum Vitae
Personal Information

Name:			Tracey Michelle Davies

Address:		96 Swansea Road
Llanelli
Carmarthenshire
SA15 3BJ

E –Mail:		TraceyMDavies71@gmail.com

Telephone:       		01554 746886	

Mobile:   		 07591128308 

Relevant Qualifications
GCSE 6, Typewriting Level 2, Word 2, Business studies RSA 2, Retail Operations NVQ< Health and Safety, Welsh Bac, Forbes Trained
Work Experience

May 2019- Sep 2019                    The Little Nell Aspen Colorado
                                                         Hostess

				I had the opportunity to train in this 5 Star Hotel for 4 months during 				                             the summer. Learning how to work in Mitchelin stared restaurant. The   
                                                          experience taught me critical thinking, creativity. I learned to understand
                                                          the language barriers, becoming aware of different infrastructure.
                                                                                                                                                                                                                                                                                 
2015 - 2019			Vision Express
				Optical Assistant

Target based company, working as part of a team and individually, under pressure in a diverse environment.  Responsible for current/relevant record keeping. Dealing with customer queries, telephone enquiries and scheduling appointments. Also reporting daily, weekly and monthly key performance indicators. Dealing with payroll and cash transactions

2007- 2013			M.C.Morgan Optician
				Optical Receptionist

Responsible for filing, telephone queries and customer care. Opening/closing of business including security checks. Building, maintaining, and reinforcing positive working customer relationships. Gathering accurate information and ensuring correct recording procedures.

2002- 2006			Bon Marche
				Sales Assistant

Responsible for customer care, cash transactions, stock taking and customer services/complaints. Daily banking duties, balancing and recording of discrepancies and the depositing of quantities of cash and weekly takings. 

1991- 1996			Old Road Surgery
				Medical Receptionist

Responsible for dealing with patient enquiries, appointments, completion of medical forms and records.  Liaising with medical professionals - updating doctors with relevant information and ensuring patient duty of care and confidentiality. General office duties, dealing with reception and telephone enquiries, photocopying, faxing.
Self Management and Personal Attributes

Having worked in numerous roles, I feel that I could contribute to the diverse and exciting team at the Swansea Grand Theatre. Drawing on experience I have learned, creativity, open mindedness.
Working abroad for the summer has taught me diversity, planning and organisation, how to organise, becoming an ambassador for the organisation.

 I feel I have strong interpersonal skills and am aware of people’s emotions and can translate and convey information calmly. Good verbal communication is essential, flexible in my approach ensuring excellent customer care. 

I have my own transport and a clean driving licence. 

References

Ms L Williams Head Optometrist
Vision Express
Unit 6d Trostre Retail Park
Llanelli
Telephone:   07772 590115

Ms B J Davies
139 Pencoed Road
Burry Port
SA16 0PS
Telephone:   07983 002977 
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For the attention of the manager Mrs. E Steele
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