[image: A logo with black text  Description automatically generated]






Module: Business skills for the hospitality industry [BMET4000]
Assessment Tile: 4 part portfolio
Student ID: Sarder Mohammed Marufur Rahman 
Student Name: 2311256
Submission deadline: 15th of December 2023. 




Table of Contents                                                                                                         Page No
Introduction	3
Part 1. Short essay on  academic and Information Skills	3
PART 2: Research Skills	5
2.1. Industry research and identification of a dream job role	5
2.2.  Research of skills that is needed for professionalism and employment for the job of Hotel Manager and  ways to access career related information.	6
	Skills that is needed for the professionalism and employee as Hotel Manager at the London Kensington Earls court premier In.	6
	Possible ways to access career related information.	7
	Skill audit to develop  a personal career development plan.	8
	Personal development plan	9
	Personal Objectives	10
PART 3: Professional development:  a personal brand and promotion of a professional identity.	11
3.1. The latest developed CV using a professional template (Screen shot).	11
3.2.  LinkedIn profile to  develop industry connections (Screen shot)	12
PART 4. Digital Skills	13
4.1. Script of two minutes professional video CV for prospective employers	13
4.2. Professional CV video presentation link	14
Conclusion	14
References	15



[bookmark: _Toc152958654]Introduction 
The purpose of this report is to demonstrate business Skills for the Hospitality Industry. With that in mind, this report is written in four parts which include number of portfolios of tasks. The first part therefore presents a short essay on academic and information skills while considering personal strength and weakness and ways university has supported the weakness in improving academic skills. The second part of this report demonstrate research skills through reaching a dream role as hotel manager and analysing the skills and capacities that is needed to take up the role. This part also carry out a skill audit and then develop a personal development plant to fill the skill shortage identified in the audit based on the required skill for the identified job. The third part of the report including portfolios of professional skills where it presents latest CV (Curriculum Vitter) developed using professional CV making software and prepared a LinkedIn profile to carryout professional network. The fourth part presents portfolios of digital skills where there is a presentation of online podcast that is developed based on the latest CV and LinkedIn profile and script of the podcast. This report also ends with a summary of all portfolios presented in this report. 
[bookmark: _Toc152958655]Part 1. Short essay on  academic and Information Skills
Academic and information skills is the most essential skills that is require for academic success. University success is mostly determined by pre-entry and current characteristics, such as competence with core academic subjects (Tinto,1993; Hermida,2009). Reading, writing, critical thinking, presentation techniques, introspection, and media literacy are examples of essential academic skills (Hermida,2009). Academic skills are a formal, systematic means of conducting research and communicating ideas, arguments, and thoughts supported by creditable evidence (Shapiro & Keller,2006). The purpose of this essay is to discuss personal understanding of the importance of academic writing in higher education. This essay will discuss personal understanding of academic skills through analysis of both personal strength and weakness as well as discusses the ways personal strength helped to excel academic performance at the university and discuss university’s supports that has been used to overcome weaknesses. 
One of my strongest skills to be my ability to conduct research. Personal research abilities include gathering data, selecting sources, analysing it, creating arguments, and supporting those arguments with evidence from academic sources. Doing independent research makes it easier to find academic sources, properly acknowledge sources, and support one's own ideas and arguments for academic works. According to Hassanbeigi et al. (2011), research and information processing abilities are essential for pupils to succeed academically. As a result, strength in research and knowledge processing shall be critical for personal success in academic career.
Another strength factor can be found in personal ability to organise tasks and manage ideas reasonably. This organising capacity of ideas and use of knowledge in structural process is including note taking, reflecting and structing new ideas is very helpful to effectively analyse complex concepts and use for development of personal works. According to Hassanbeigi et al. (2011), for many students, academic challenges are related more to a lack of organisation than to a lack of intellectual ability. They added that student with more organising capacity perform better compared to the ones that are poor in organisational skills. Therefore, personal strength in organisations skills shall support to finish works on time, reduce stress, and bring productivity in academic works while at the university. 
Although there are number of strengths, there are few weaknesses in personal skills. One of the areas that still need attention is proper time management skills. Lack of good time management there has been issues with procrastination, demotivation, and poor level of work performance. Studies have found that approximately 95% of all college students procrastinate and that affect their academic performance (Hassanbeigi et al,2011). However, to overcome time management issue, number support from the university was used such as use time management techniques, developed personal planning of tasks, took help from teachers, watch online university guidance, videos and manage online calendars with notification of task performance to overcome this weakness. 
The other weakness in personal skills for academic performance is found in difficulties in paraphrasing. Lack of proper paraphrasing skills, there is high risk of academic misconduct allegation and it had been very stressful for personal health as well as demotivated to carryout academic works. According to Len (2013), paraphrasing is an essential academic skill, and that poor paraphrasing can lead to a distortion of the original author's ideas or even plagiarism charges. It is a very challenging skills because it calls for both writing and reading comprehension. However, the university has offered a great deal of support to help overcome these vital skills. For instance, university's online paraphrasing guide with videos. Help form workshop group at the library and available resources for writing supports. 
From the discussions presented above, academic achievement is greatly influenced by academic skills, particularly the ability to assimilate knowledge. Research and organisational skills on a personal level has contributed to better performance, brought less stress, and helped in timely completion of tasks. Additionally, ineffective organising and paraphrasing abilities have often led to low performance and demotivation, which have been addressed by the university's support services for writing techniques and time management advice. According to academic pursuits, academic skills are, all things considered, the most crucial and transferable abilities that are beneficial for both personal and professional development in addition to academic success.
[bookmark: _Toc152958656]PART 2: Research Skills 
[bookmark: _Toc152958657]2.1. Industry research and identification of a dream job role
As a student of Global tourism and event management, the dream job is to become hotel manager. Therefore, the following role of a manager has been identified as research into the career opportunity and the job that I wish to apply. 
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Source:  (Adopted from the website of indeed,2023).

[bookmark: _Toc152958658]2.2.  Research of skills that is needed for professionalism and employment for the job of Hotel Manager and ways to access career related information. 
· [bookmark: _Toc152958659]Skills that are needed for the professionalism and employee as Hotel Manager at the London Kensington Earls court premier In. 
According to the job as presented on 2.1, the are many different professional skills needed and based on the job description available on the advertised role, the following skills are essential. 
a. Leadership skills 
Leadership skills is one of the most important skills that the Job of Hotel Manager at the London Kensington Earls court premier in is required. That means there is need for ability to lead a team of diverse people of different level, motivate and make appropriate decision and solve complex problem (Perry,2023). 
b. Communication skills
There is also need for efficiency in communication skills for the Job of Hotel manager. Communication skills are significant skills for professional service. These can include manager’s ability to communicate with stake holders including both external and internal. There is also need for strong interpersonal skills such as emotion, attitudes and good understanding of other’s needs (Perry,2023). 
c. Organizational skills 
Organisational skills are also found to be one of the most important skills that the Hotel Manager role is required to oversee the overall business. That means there is need for the skills to effectively manage resources, and time and have the capacity to coordinate work with others and oversee the overall business of the hotel (Indeed,2022). 
d. Accountability 
There is also need for accountability and transparency. The professional would need to focus on overall satisfaction of stakeholders and manage the business well with utmost transparency (Mind Tools,2021). 
e. Managing financial affairs.
There is also need for managing financial affairs including analytical skills, controlling costs, and manage the business revenue (Indeed,2022). 


f. Problem solving 
There is also need for problem solving skills including analysing, critical thinking and strategic thinking with ideation and complex thought to resolve complex issues facing the hotel (Indeed,2023). 
g. Digital skills 
There is also requirement for digital skills for the position of the Hotel manager and these are being able to use computers, smart devices, use search engines as well as use other IT appliances, install software which are becoming very common requirements in professional capacity (Perry,2023). 
· [bookmark: _Toc152958660]Possible ways to access career related information.
Access to career related information is very important to secure a suitable career. It is event significant for students that are seeking career after their graduation. However, there are number of ways career related information can be accessed such are presented below. 
1. Access to online resources
There is many information that can be found in online including the university website where there are so many links to access to career related information. There are also career related websites such as LinkedIn, indeed, UK national career service, company websites, employment agency website (My world of works,2023).
2. Attend industry conference and job fair. 
Information can also be obtained while attending industry conferences and events as well as university organised job fairs (My world of works,2023).
3. Professional associations 
There can be professional association where a creating a profile of LinkedIn can help to get connected with professionals and get information about the industry and stay updated (My world of works,2023). 
4. Networking 
 Create networking with other professionals and industry-based people using online platform such as X, LinkedIn, Facebook and network with professionals to get the information. Networking can also be done attending educational programs, job events and conferences (My world of works,2023).
5. Reading industry publications
Industry based publications such as magazines, organisational blogs, and reports are one of the very effective ways to obtain information regarding industry, jobs and career opportunities (My world of works,2023). 
· [bookmark: _Toc152958661]Skill audit to develop  a personal career development plan. 
Based on the role of the Hotel manager as presented on the 2.1, the following skills audit is conducted using the skill based  table with the skills from the job descriptions. 
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Source: (Self-created template)
According to the above skills audit on personal ability it is found that to take up the role as hotel manager at the Earls court premier In, there is need for further development of personal skills with improvement in leadership, communication, financial management, digital skills, organisational skills. 



· 
Page 2 of 2

· [bookmark: _Toc152958662]Personal development plan
	What do I want to learn 
	What do I have to do 
	What support and resources will I need 
	How will I measure success 
	Target date for review 

	Develop leadership skills 
	· Complete a short leadership course and practice leadership with group works at university 
	· Find community library running leadership course.
· Find two days a week to take the course for three months 
	· Lead the team.
· Time management 
· Coordinate team
· Planning and organising tasks.
· Inspire others and influence others 
	30th March 2024

	Develop organisational skills 
	· Start to work on organisational skills at home.
· Watch YouTube videos of ways to improve organisational skills 
	· Books and watch YouTube videos. 
· Tow hours fix time each week to read and research skills.


	· Able to organise tasks.
· Plan tasks in advance 
· Capacity to handle pressure.
· Capacity to manage stress and mulita task.
· Ability to mange others to do tasks 
	30th  May 2024

	Develop skills for managing financial affairs 
	· Take up a course for financial management. 
· Take internship in finance department for a hotel learning to budget.
	· Get a practical training and enrol in financial course.
· Find time to attend  internship  
	· Able to make budget.
· Interpret budget.
· Analyse financial information 
· Present financial data to stakeholders
	30th June 2024

	Develop communication skills 
	· Practice speaking in public regularly.
· Community in writing with emails and formal report writing to improve writing skills.
· Practice group presentation to improve presentation skills 
	· Get support from fellow students with group works.
· Get support from university library. 
· Support from community organisations to speak in events 
	· Communicate well with oral and written form of communication.
· Able to give presentation to large audience 
	30th of July 2024


 
· [bookmark: _Toc152958663]Personal Objectives

	Short term goal (Next 12 month)

	Complete financial management course to gain the skills for financial mange to become a manager in hospitality organisation 

	Medium term goal (Net 2-3 years) 

	Start to work part time in hotels as an intern to gain experience of management roles and develop  skills for leadership 

	Long term goal (Beyond 3 years) 

	Finish the degree from the university and get promoted as assistant manager of any hotels in the UK as starting for the role of Hotel Manager 






[bookmark: _Toc152958664]PART 3: Professional development:  a personal brand and promotion of a professional identity. 
This part of the report includes a professional CV using a professional template Canva the newly created LinkedIn profile which has been developed to build  industry connections with professionals. 
[bookmark: _Toc152958665]3.1. The latest developed CV using a professional template (Screen shot). 
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[bookmark: _Toc152958666]3.2.  LinkedIn profile to develop industry connections (Screen shot) 
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[bookmark: _Toc152958667]PART 4. Digital Skills 
[bookmark: _Toc152958668]4.1. Script of two minutes professional video CV for prospective employers

Hello everyone, 
To introduce myself, my name is Sardar Rahman and I am excited to present myself for a professional role preferably for a management position at any hospitality organisation. Currently I am serving as the Manager of family owned Indian Restaurant in Monmouth. At the same time, I am pursuing a full time degree in Global Tourism and Event Management at the University of Wales.  
In term of my professional background, I can say that I have a very rich background of working in hospitality industry. As per my extensive experience and expertise in customer services, operations, sales and management roles both front and  back of the house operation, I believe I am well equipped to take up any managerial role and excel in my capacity to manage the organisation. My commitment for excellent performance is well demonstrated through my  works at my previous organisations where I have successfully served as   assistant manger and team leader and have worked with diverse group of people. I have always been resulting oriented and was loved by my colleagues and fellow managers. 
At my current role as Manager at the Jewel Balti Indian Restaurant in Monmouth, I have successfully implemented many effective strategies that has help the business to double its profit and controlled cost by 25% over the last three years of its operations. Under my leadership the business has successfully implemented strategies for controlling cost, optimise revenues to generate maximum profit and improve its customer satisfaction at 100% which is record within the area where the business operates. Before becoming manager at the Jewel Balti, I have worked as assistant Manager at Sams Brasserie in Blackwood where I had successfully led a team and supported the management to maximise profit with strategic planning to control costs and increase efficiency in operations. 
In term of my key responsibilities and achievements, I can say that I have extensive experience in managing and development of efficient staff and can ensure high level of quality and productivity in operational activities in hospitality business. I am people person, and this attribute has helped me to lead efficient team in every place that I have worked. I have managed to increase profit level through cost control, bridging efficiencies in staff working, and following compliance in health and safety as well as motivating staff at work. My commitment for customer satisfaction and uncompromising high standard of customer services has been appreciated by every place that I have ever worked. 
In term of my personal and professional skills, I would like to say that I can bring divers skills on the table of management and that include skills for training and developing staff, digital skills with computer literacy, problem solving, installation of software, managing cyber security issues and handling other operational pressures and keep staff and management motivated to work in tense situation. 
In conclusion, I would like to say that my extensive level of experience and proven record of excellence in hospitality industry as well as my academic degree in Global Tourism and Event Management has positioned me as an experienced and dynamic professional for a position of Hotel Manager. I am very much atheistic to work as a manager in large hotels where I can work with people of diverse background and can bring my skills, dedication, and passion for the organisation. 
Finally, I would like to take this opportunity to thank you for considering my CV and I very much hope to hear from you at any opportunity to discuss further on ways I can contribute to your organisation success in challenging environment. 
[bookmark: _Toc152958669]4.2. Professional CV video presentation link 

Please follow this link to access to the podcast of the above script; 
Recording-20231215_161546.webm

[bookmark: _Toc152958670]Conclusion 
This report has been successfully presented four portfolios of tasks. It started by presenting an essay to show that the author understood academic skills on a personal level. The essay has illustrated both strengths and weaknesses in personal use of academic abilities and understanding. The second part of this report has identified the dream careers that is hoped to pursue. And after that, in order to address the skills gap and establish short, medium, and long-term goals, personal skills audits and personal development plans were created. In the third portfolio of this report, professional talents were showcased through the creation of a professional CV using software and the creation of a LinkedIn profile to connect with other industry professionals in the hotel sector. Moreover, the last section of the report was a presentation of a podcast (video) professional resume for professionals to consider for management positions in any hospitality company, along with a demonstration of how to use personal anality to communicate in the workplace.


[bookmark: _Toc152958671]References 
Caterer.com. (2023).  Hotel General Manager. Available: https://www.caterer.com/job/hotel-general-manager/mike-cooper-associates-job101536278 [Accessed: 6th of December 2023].
Indeed (2023). Hotel Manager. Available: https://uk.indeed.com/q-hotel-manager-jobs.html?vjk=f875e84202f4fcf5 [Accessed: 5th of December 2023].
Indeed (2022). 10 Important professional skills to develop (Including tips). Available: https://uk.indeed.com/career-advice/career-development/professional-skills [Accessed: 5th of December 2023].
Hermida, J. (2009). The Importance of Teaching Academic Reading Skills in First-Year University Courses. The International Journal of Research and Review. Vol 3. N. 1. Pp: 21-30. Available: https://www.researchgate.net/profile/Julian-Hermida-2/publication/228176003_The_Importance_of_Teaching_Academic_Reading_Skills_In_First-Year_University_Courses/links/5fc55bfd92851c3012991a20/The-Importance-of-Teaching-Academic-Reading-Skills-In-First-Year-University-Courses.pdf [Accessed: 27th of November 2023]. 
Hassanbeigi, A, et al. (2011). The relationship between study skills and academic performance of university students. Journal of Social and Behavioral Sciences. Vol. 30. Pp. 1416 -1424. Available: https://pdf.sciencedirectassets.com/277811/1-s2.0-S1877042811X0023X/1-s2.0-S187704281102101X/main.pdf?  [Accessed: 12th of November 2023]. 
Len, L, Y.  (2013).  Errors in paraphrasing and strategies in overcoming them. Journal of Creative Practices in Language Learning and Teaching. Vol. 1. I (1). Pp. 4-17. Available: https://ir.uitm.edu.my/id/eprint/29144/ [Accessed: 12th of November 2023].
LinkedIn (2021). How Do I Create a Good LinkedIn Profile? Available: https://www.linkedin.com/help/linkedin/answer/a554351/how-do-i-create-a-good-linkedin-profile-?lang=en-us&intendedLocale=en#:~:text=Write%20a%20summary%20-%20The%20About%20section%20of,points%20if%20you%E2%80%99re%20not%20comfortable%20with%20writing%20paragraphs [Accessed: 4th of December 2023]. 
Mind Tools (2021). Professionalism. Available: https://www.mindtools.com/av44li2/professionalism [Accessed: 5th of December 2023].
My world of works (2023). Keeping up to date with your industry. Available: https://careers.myworldofwork.co.uk/getting-a-job/how-to-search-for-jobs/keeping-up-to-date-with-your-industry [Accessed: 6th of December 2023].
Perry, E. (2023). What are professional skills, and which should you add to your resume? Better UP: 11th August. Available: https://www.betterup.com/blog/professional-skills [Accessed: 5th of December 2023].
Shapiro, E, S &  Keller, M, A. (2006). 25 - Academic Skills Problems. Science Direct publication. Vol 1. Pp:605-630. Available: https://www.sciencedirect.com/science/article/abs/pii/B9780123430144500265 [Accessed: 12th of November 2023]. 

image2.png
Hotel Manager
Premier nn ke 2779 reviews
London Kensington (Earls Court) Premier Inn, London SW5

£46,000 - £58,000a year - Permanent

You must create an Indeed account before continuing to the company website to apply

o JEHES

46,000 - £58,000

An exciting opportunity has arisen for you to become a Hotel Manager at Premier Inn. Reporting directly to the
Regional Operations Manager this is a multi-site role with a combined room total of 274 bedrooms.

Offering more than just an attractive career opportunity, as a market leading company there's a salary up to
£58K, Competitive benefits, great perks and discounts as well as stand out bonus potential.

As Hotel Manager you'll lead the way in taking the business to the next level. Creating and developing High
performing, competent and motivated teams ensuring exceptional guest experiences making us the most loved
hotel brand.

Ideally, demonstrating awealth of management experience from Hospitality, Leisure, Retail or similar background
driven by guest service and business results. F&8 experience is desirable for this position.) With a visible passion to
setanew standard you'll

* Leadand manage mul
and deliver the best, making the most of your resources and growing talent.

* Drive commercial best practice, maximise on growth opportunities, exercising financial and revenue
management.

* Overseeall business areas with an eye for detail. Ensure brand standards are consistently delivered while
utilising guest feedback to increase performance against KPI's

* Embrace accountability for delivering the site business plan, supporting and enabling the bigger picture.

iple sites Creating a synergy. Empowering and developing our people to be the best

* Demonstrate full knowledge of health and safety compliance and manage all audit processes toa high
standard.
« Beagile in your thinking and effectively manage your time to meet business needs.

We're aninnovative business so you'll champion change and implement this with the team.
What you'll get
In addition to a competitive salary within the hospitality sector, you'll also benefit from:

* Fullinduction and training.
* Excellent access to training and development programmes.

* Thetoptools and systems to achieve your KPI's

* 25%off in Whitbread Restaurants and up to 50% off Premier Inn hotels.

* 33daysannual leave

* High street and retail discounts, including phone packages, cinema tickets and Gym membership.

If you want to be part of a dynamic management team and our vision, make a name for yourself with an established
and growing brand leader and have the skills, personality and passion to create moments that matter for our teams

and guests then apply now!

We believe that everyone is unique and there should be no barriers to entry and no limits to ambition. We are
committed to being an inclusive organisation that values diversity and welcomes your application whatever your
background or situation.

Under-represented groups such as women, ethnic minorities, people with disabilities & members of the LGBTQIA+
community (those who identify as lesbian, gay, bi, trans and non-binary or those who use a different LGBTQIA+
term), are strongly encouraged to build a career with us. Speak to us about workplace adjustments, part-time and
flexible working. Where possible we will support this.




image3.png
Skills Description Level of skills Assessment
H

Organisational skills Organizing tasks, prioritising, planning and dealing immediate 2 3 4 5 Weakness
works

Accountability skills Have the capacity to prepare and publish reports and decision 2 3. 4 Weakness
making and share with the stakeholders

Leadership skills Ability to manage, lead and organise, coordinate, influence the 2 3 4 Weakness
team of management, make timely decision.

Problem solving skills Think logically, think critically and identify solutions to complex 2 3 4 Weakness
problems, develop ideas and solutions and finds new ways of
doing things

Adaptability skills Manage stress, adjust to new places, get motivated working 2 3 4 Weakness
with new system and new people, and adjust into new culture
of work and people

Managing financial affairs Prepare departmental budgets, cashflow, understand financial 2 3 4 Weakness

skills needs, allocate funds, and analyse financial situation of the
company and present financial information to stakeholders.

Communication skills Speaking, writing emails, reports, presentation and 2 3 4 Strength
communicate with large audiences

Digital skills online browsing, using computer typing, use of big data 2 3 4 Strength

analytical, cyber security, installation of program and set up
network system.
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CONTACT ME

. +4407445983009

& sardermaruf123@gmail.co
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0 www.sardermaruf.com

9 Monmouth, Gwent NP25
5AD

EDUCATION

Global Tourlsm and event Management

University of Wales
20023 - Present

Certificate of Higher Education
Engineering
University of South wales , Cardiff

20012 - 20014

SVQ Level 4 Information technology
Brit college, London

2009 - 20011

SKILL!

« Msoffice

+ Basic graphics
designs

« Supervising

+ Team Management

* Process Flows

Sarder
Maruf

Marketing Manager

WORK EXPERIENCE

Restaurent Manager 2016 - Present
Jewel Balti Indian Restaurant, Monmouthshire.

Responsible for manaing and leading the team of 20 staff. Have overall
responsiblity to manave the restaurant operations, customer services, and
financial affiars. Also reposnsible for planning, organisng and coordinating.
finacail activities for the busienss. Directly report to the owner.

Assistant Restaurant Manager 2013-2015
Sams Brasery, Blackwood, Cardif

Was responsible for managing staff in the Business and oversee the
regular operation and help the Manager for planning, organising and
coordinating operational activities. Also acted as assistant to develop
marketing plan for the Busienss.

Bar tender 2011- 2013
Missoula, Cardiff, Cardiff

was resposible for making drinks and serving drinks to customers
Worked with team of 25 people and worked in a very diverse work
environment. Acted as first point of countact for customer complaintes
and was responsible for customer relations at the Bar.

REFERENCES
Mr Raj Patel T. James
CEO of Jewel Balti Indian Restaurant g:z_"’f Sams Brasery, Blackwood,
i

Phone. 014

Prone. 0208237 1021
Email jawebltbookings@gmitcom Emal:  tjamesgsamsriversidecouk
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