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Induction
I am completing this assignment on developing and accomplishing my personal brand to apply for a supervisor position that just opened in the receptionist job that I have been working as for a year. I passionately believe that I possess both the self-assurance and the aptitude to be the ideal applicant. I therefore made the decision to create a personal development plan for myself using my strengths, weaknesses, threats, and opportunities to develop them and identify what I need to improve on to achieve my goals. 
 
PDP
To advance from this, I should attempt to turn my shortcomings into strengths and engage in some introspection about how I can continue to maintain client pleasure as evidenced by feedback.
Using the SWOT analysis, I may identify my logistical strengths and weaknesses as well as potential opportunities and threats. It enables me to strengthen my areas of strength, fill in my areas of weakness, and lower my risks. I conducted a SWOT Analysis to analyse the state of my organisation before deciding on any new strategy.
SWOT analysis will teach me more about who I am as a person. A crucial first step in choosing your future profession and life orientation is to do a personal SWOT analysis. Both threats and flaws are examples of barriers. The state-based network is ageing internally. Threats from without exist. Once demands and difficulties have been identified, it is crucial to identify and investigate any roadblocks that can impede me from properly planning and fixing problems. 
 
Strengths
Customer service skills - Customer service is the act of attending to the requirements of clients, which may involve responding to inquiries, guiding them to the appropriate space, scheduling appointments on their behalf, checking them in, updating their information, or assisting them with paperwork. Typically, providing excellent customer service calls for a pleasant disposition and close attention to detail. The provision of consistently high-quality customer service could be a reception aim. Consider, for instance, smiling and introducing myself to each client who enters the building. I may even inquire as to how they are doing. Additionally, try to stay current on corporate information and policies so you can respond to any queries a client may have.
Independence - Being autonomous as a receptionist entail having the ability to carry out your duties on my own. Most of the time, an office's front desk is manned only by the receptionist. This implies that I oversee all tasks involving the reception area.
 Time management - Utilizing my time wisely will help myself finish all my chores at the end of the workday. This is crucial since receptionists frequently manage several responsibilities at once. Prioritization is another part of time management. Time management will help me prioritise tasks, such as when I have several emails to respond to, a client who must ask you a question, and another client who needs you to fill out paperwork.
Collaboration -  Even though aa a receptionist I works largely independently, cooperation skills are nevertheless crucial. As a receptionist, i might be required to schedule appointments for coworkers, respond to questions from other employees, or submit reports to management.
 Communcation – Since I the receptionist serves as the main point of contact for the office, communication is essential. I interact with clients face-to-face, on the phone, via video call, and via email, I also need to be effective communicators both in writing and verbally.
 Organisation - Since as a receptionist I manages multiple jobs at once, such as collecting paperwork, making appointments, and entering data into databases, organisation is crucial. A customer's perception of the workplace may occasionally be impacted by the desk's arrangement because a receptionist represents the business they work for.
 Technical reception skills - Technical receptionist my abilities include typing, using spreadsheets, operating copiers and printers, and operating phone systems or other company-specific software. Being a receptionist requires a lot of technology, as most of our jobs do.
 Skills in the workplace – just graduated my first year in university in leadership and management on my second year to graduate for my bachelors.

Weakness 
Saying no - Taking on excessive amounts of work is one of my main shortcomings. Many individuals want me to do things in addition to my job as a receptionist that are not necessarily my duty. I agree to things too frequently, which occasionally causes me to become overworked. 
Public speaking – Public speaking is something I struggle with because I work myself too hard and let my fear take over. But if I want this supervisor job, I'll have to work on this and get past my fear while planning team meetings.
Fear of risk-taking - I'm steadfast in my ways I don't adapt to change easily, and I occasionally have self-doubt when I take risks that are outside of my comfort zone. 
Lack of experience—having only worked as a receptionist for a year and never having been a supervisor before, I've always had the worry that someone with more expertise in management or supervision will be given the position instead of me.

Threat
My productivity may go higher, I need keep a positive attitude when difficulties happen, or I could come up with creative ideas as a goal I could set to work on my independence. By learning to rely less on others, using my problem-solving abilities to help me become more independent. 
Making a timetable for oneself, establishing weekly priorities, or keeping track of your time are all possible reception goals for time management improvement.
Try talking to my coworkers to find out how we can support one another in our various responsibilities to strengthen my cooperation abilities. Try to give tasks that directly affect my coworkers a higher priority whenever I can so that we can finish our jobs more swiftly. To keep my managers informed of your progress on your daily roles and tasks, think about reporting to them as needed.

Opportunities 
To better written communication, I always consider my audience before I write anything. I can also proofread my writing for grammatical and spelling issues to help ensure that the audience will understand the content. When talking verbally, practise active listening by paying close attention to what is being said. I can also offer additional information to make sure that they fully understand what I'm trying to express. I can communicate well I possess the ability to communicate well in all situations—over the phone, in person, and in writing. At my most recent internship, my manager praised me several times for using my excellent communication skills to diffuse challenging situations, and I even received a mention in my first appraisal for simply being great at speaking with customers. Since working as a receptionist, it includes interacting with people from all backgrounds, I believe this skill will help me perform effectively on the job. I'll be able to welcome everyone and let them know how much I appreciate their business.
My aim is to have excellent customer service skills it calls for a pleasant disposition and close attention to my detail. I'm always smiling and introducing myself to each client who enters the building. I also like to have little chat with then about just general chit chat. I try to stay current on corporate information and policies so I can respond to any queries a client may have.
Even though I may not have had any experience as a supervisor, I recently completed my first year of university study for leadership and management skills. I feel that by passing my first year and moving on to my second year of study for my bachelor's degree, I have proven to myself that I can perform at the highest level for the position.
My goal is to provide outstanding client service, which requires a friendly demeanour and careful attention to detail. I always greet new customers with a smile and a personal introduction. Additionally, I enjoy chatting with them briefly about unimportant topics. To be able to answer any questions a client could have, I try to stay up to date on corporate information and procedures. 
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Summary:
As a receptionist, I frequently communicate with people by phone, email, and in person. As a result, effective communication abilities are at the top of the list of desirable traits. As a competent front desk employee, I can express myself properly, talk loudly enough, and am skilled in nonverbal communication. The front desk's phone is constantly ringing on the busiest days. I still can serve customers that are waiting to be greeted personally in the meanwhile. There are appointments to make, messages to send, and administrative work to finish. I am constantly juggling a variety of jobs as a receptionist. It's critical that I switch between duties seamlessly, consider everyone's requirements, and avoid becoming overburdened or frustrated myself. Naturally, I must have a lot of social skills as a receptionist to interact with clients, coworkers, and guests. I never want my customer to encounter a poor reception experience while serving them it can quickly leave a terrible impression. Therefore, my key to responsibility is to greet guests with a smile and warmth give them the best customer service I can offer.
 In our office complex, the welcome area is frequently the spot with the best organisation. So, it ought to be nothing worse than A cluttered desk not only gives the wrong image to guests, but it also signals the beginning of difficulties because missing documents are simple to find and data laying around is against data protection laws. So that's why I'm very organised and have quick access to files and phone numbers. I make sure my workspace is always neat and tidy, especially when I'm on shift.
I'm very knowledgeable about cutting-edge phone and email configurations, word processing programmes, and copiers. But as a student and just graduated my first year in higher skill in the workplace for leadership and management and still studying my second year so I can graduate for my bachelors next year. It has made me very familiar with the most contemporary technology and adept at utilising Microsoft Word, PowerPoint, and using teams. I'm confidential with guest registration, smart parking, and booking management systems.
I also learnt being a receptionist i need to have steely nerves and be calm and collected in difficult situation. I frequently operate under a lot of strain since I must manage many jobs and visits at once. I frequently get information requests, phone calls, or new visitors in the middle of my responsibilities, and then i return to my work. as I maintain my composure and attention.
I interact with practically every client, employees and children that is why I'm DBS checked to. our leisure centre is one of the biggest learn to swim society so therefore there constantly children in our centre including school holidays which we provide a lot of camps and swimming session for them throughout school holidays so therefore it's critical that I can be trusted. No business can afford to have a visitor wait at an empty front desk or an unanswered phone call. I have proven I can work alone, show up on time, accept responsibility, and return from breaks on time. I am mostly in charge of overseeing visitors. I must monitor who enters the building to maintain security and maintaining a record of their information. 
 
Experience
· maintaining desk supplies through routine stock counts and ordering low stock as necessary.
· instructs and demonstrates to new personnel how to close what needs to be done and clean, keeping reception areas tidy and attractive.
· delivering a welcoming, accommodating, and attentive atmosphere for the customers' seating area.
· providing card, cash, and phone payments to customers for booking and cashing out at the conclusion of shifts.
· recovery of membership dues owed.
· Welcome and direct guests
· Access control for visitors Print visitor IDs
· Respond to and transfer calls
· Respond to or forwarded emails
· Give information over the phone, in person, or via email.
· Respond to questions and grievances
· Mail should be received, distributed, and sent.
· Control meeting agendas and planning
· Keep the customer reception seating area spotless.
· Keep track of and record office costs.
· archival records
· Plan both internal and external events together.

Skills: 
· telephone call handling procedure development for the reception.
· making an appointment.
· accessible and cordial.
· completed all 15 of the IHASCO courses.
·  Good Team Player supportive to team 
·  Customer service experience

Education
Graduated in higher skills of the workplace in leadership and management
studying my second year to graduate for bachelors.


                    
Zander Letter

Dear Mr Zander.
My name is Becky, and I'm a 34-year-old single mother of a 9-year-old child. Balancing motherhood, work, and school for my degree is incredibly difficult for me, but it also serves as inspiration to never give up on my aspirations and objectives and continue improving as a friend, colleague, and mother. Don't get me wrong, though. This past year was probably the most difficult so far. In addition to losing the house I had lived in for more than nine years and trying to make my new house into a home for me and my son, it was likely the worst experience I had ever had to deal with stress and anxiety while still pursuing my academic goals, my job, and my motherly responsibilities. Many days I just wanted to curl up in bed and ignore everything that was going on, but I couldn't because I had a deadline to meet to make my new home liveable for us. I spent numerous sleepless nights and late nights decorating while also battling mother guilt over what I felt like I wasn't accomplishing or spending enough time with my son. But even in my lowest moments, I got back up and kept going. I finished what needed to be done, decorated my new house by myself, and turned it into a home by staying up late to get it done. I managed to do this while continuing my education and job. You never know what you're capable of until you go through something as difficult as I did. I never imagined I'd see the light at the end of the tunnel, but I did, and it was all worthwhile.
I applied for a receptionist job at my local leisure centre a year ago, something I had never done and was way outside of my comfort zone. It was hard, and I would cry at home saying it wasn't for me. I wasn't just meeting and greeting people; I was also setting up memberships and swimming lessons, booking parties, paperwork, stock checks, answering emails, recovering debts from memberships, calling clients back for only inquiries, and collecting money, also making coffees and cooking, taking payments and over the phone card payments all at the same time in one shift but being woman and mom one thing we all good at that is multitasking.
In just two weeks of working there, I was given the responsibility of opening and closing on my own. My boss knew I could handle it and was confident in doing so. A year later, I still genuinely enjoy going to work and getting along with all my coworkers, whom I consider to be my work family. My managers have even acknowledged that I have the right to apply for the supervisor position and are confident that I can handle it.
After leaving school with no education, look how far I've come. This degree has given me the confidence to apply for the supervisor role, which I would never have thought I'd be a receptionist year ago, now that I'm applying for the supervisor position. With my busy schedule, I'm also studying in my second year of higher skills for the workplace in leadership and management. I just graduated my first year and i am now carrying on my degree to graduate for my bachelors. But One thing I've learned this year is that if you put your mind to something, you can achieve your goals and exceed them. It's never too late to live the life of your dreams, regardless of your age or stage in life. I'm so proud of how far I've come in just one year, and it's still not over for me.
I'm eager to apply for the supervisor position at my company. I'm a motivated recent graduate with excellent organisational, creative, and attention-to-detail abilities. I have the abilities necessary to perform office administrative and customer service tasks after four years of business administration coursework.
I'd be happy to take the chance to find out more about the objectives of my workplace. My ability to organise and solve problems will undoubtedly be helpful in your organization's pursuit of both short- and long-term goals. I value ongoing education and growth, and I always look forward to working with a team as dynamic as yours.
You'll notice that I have significant background working as a receptionist. In my former position, in oversaw welcoming all guests, taking messages over the phone, sending and replying to emails, and general administrative support.
I have good writing and vocal communication abilities and am a pleasant, upbeat, and affable individual. I work incredibly hard, am incredibly organised, and have amazing people skills. In a hectic workplace setting, I can operate independently and effectively under pressure. I am confident that my experience and knowledge would be a benefit to your team. Talented receptionist with a good eye for detail and a sophisticated, businesslike demeanour who is determined to boost productivity and client interactions. proactive issue-solver with outstanding organisation abilities. The qualities that as receptionist i can give are team leadership and client service. committed to providing timely, competent service to customers from a knowledgeable and courteous personnel. Managing business, keeping data, and reaching property goals are examples of strong points. This is why I feel I am perfect candidate for this job role.
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