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[bookmark: _Toc59019114]Introduction 
The report will analyse the employability skill by utilising the SWOT analysis, time management tools, and Personal Development Plan. The experience gathered during the initial phase of the module and end of the Term 1 will be reflected by determining the academic progress. Furthermore, the understanding of the professional requirement from the recruitment agencies will be demonstrated in the report. 
[bookmark: _Toc59019115]Analysis of the Employability Skills 
Employability skills reflect the core skills and traits that are required for getting selected in a specific job role (Nabi, 2017). The employability skills are the general requirement specified by the organisation during the hiring process. It is the employability skills that include the soft skills which allow the individual in working positively with the team. Moreover, professional skills that help to make successful in the workplace also determines the employability skill. Communication skill is one of the basic requirements under the employability skills that enhances the ability of the individual to interact with others. The employers want the employees must be equipped with strong written, verbal, and non-verbal communication (Bennett, 2018). Therefore, the individual has to be strong in communication that includes a good listener. Secondly, teamwork is essential for the individual to get acquainted with the existing process of the organisation. The organisation used to work in a group to achieve the common organisational targets and thereby emphasises on the teamwork skill. The employees must aware of the collaborative approaches, conflict management, and inclusive working style in the organisation to accomplish the organisational objectives. Thirdly, IT skills are the most important employability skill that supports the workplace requirements for the individuals. The extensive knowledge of the IT application to support the operational process is required under the IT skills. Lastly, Critical Thinking skills denotes the ability to analyse and interpret the information for drawing a valid conclusion. Analytical skills are helpful for the individuals to anticipate the future outcome for the organisation by interpreting the available information. 


[bookmark: _Toc59019116]SWOT analysis 
SWOT matrix helps to analyse personal skill and knowledge by considering the strengths and weaknesses (Bradshaw, 2015). Furthermore, the opportunities and threats related to the future career goal can be evaluated with the SWOT matrix. In the context of the current situation, SWOT analysis can help to determine the necessary skills and knowledge that are required to reach the Bar manager position from the Bartender. 
	Strengths
· Having in-depth experience in bar operation due to my current job role as a bartender 
· Assessment of the customer preferences helped me o understand the current needs of the customers
· Knowing providing a positive guest experience by interacting with the patrons 
· I always prefer hardworking and also work positively in a team
	Weaknesses
· I cannot manage the time due to unawareness of the time management tools 
· I am not confident in meeting the requirements efficiently
· My fluency level is not proper as I am uncomfortable speaking in front of groups.  
· In the case of my academic writing, I haven’t acquired the exact requirement that is needed

	Opportunities
· The position of Bar Manager will allow the individual to work with multiple stakeholders and thereby requires multi-tasking skills. 
· The scope of the Bar Manager is wide due to the research skills required in the job position for delivering a customised experience
· The multi-faced working environment helps to improve the leadership skill of the individual 
· The collaborative working approaches help to understand the integration of the functional units in the organisation. 
	Threats
· The workload will be high and maintaining the delaine will be a major challenge
· Workplace politics can influence career progression 
· The unbiased performance measurement can demotivate 
· Excessive workplace stress can damage the work-life balance 



[bookmark: _Toc59019117]Time Management tool 
Time management skill is one of the essential criteria under the employability skills that helps to track and organise the activities as per the desired target (Harrison, 2017). From the SWOT analysis, it can be determined that I have a weakness in managing the time and desired activities required to develop my employability skills. It is important to shortlist the urgent and important activities of the day to reach the target. The following Time Management tool can help to organise the activities as per the fixed schedule in the following ways: 
	
	Urgent
	Not Urgent

	Important 
	· Handling the crisis or emergency 
· The deadline-driven projects are preferred 
· The last-minute preparations to undertake the important project 
· The activities in this box need to be done immediately as they are urgent 

	· Finding new opportunities 
· Undertaking the long-term planning 
·  Focusing on personal growth 
· These tasks are important as they are required for attaining the growth of the organisation 

	Not Important 
	· The interruptions due to the meetings and e-mails can rift the productivity
· Therefore, delegating the duties to others can be done



	· Time waste activities 
· Low priority items need to be segmented in this matrix 
· However, utilising the time by barnstorming and gathering new ideas can be done to use the time 


[bookmark: _Toc59019118]Personal Development Planning
Personal Development Planning is identified as the process which would include an action plan which is based on increasing awareness, reflection, values and planning with the aim of personally developing the career along with self-improvement (ELLIS, 2016). Employability is entirely dependent on the skill set, the knowledge and the attitudes possessed by an individual and the ability to utilise them and present them in front of the employers and hence, it becomes necessary to keep a track of the employability skills in order to maintain a constant growth and development in terms of career. Thus, I would present a PDP which would help me to analyse my roles in alignment with the necessities for the job role of Bar Manager.  
	Skills 
	Activities to be undertaken 
	Resources to be used. 
	Criteria for Success 
	Timescale

	Communication skills 
	To Hold meetings on a weekly basis in order to learn about the needs and problems being faced by the employees in the workplace. 

To establish an effective communication medium which would include a common language of discussion for equal flow of information. 
	Online classes to learn about effective interactive ways and ideas. 

Guidance from the mentors. 
	Decreased chaos among the employees with better understanding and increased efficiency. 
	8 months 

	Motivation skills 
	Employ and reward the staff which are hardworking. 
Allow professional growth with fair and effective promotions. 
Promote efficient employees to attend large events and parties to earn large. 
Be more competent and highly reliable. 
	Performance tracker to learn about each employee. 

Articles and videos to gain knowledge on effective ways to create motivation among employees. 
	High performing set of employees with increased satisfaction to perform better. 
	6 months. 

	Employee engagement skills 
	Hold meetings and collect feedback from the end of the employees.

Take a survey from the employees on the launch of any new feature at the bar or related procedures. 

Encourage employees to showcase their non-restaurant skills during any events to keep them engaged. 
	Engage with employees on a personal level and keep a track of their skills. 

Keep a track of events and ways to involve employees in different means. 

	Smooth work-flow, increased motivation with increased ability to take up responsibilities. 
	8 months. 

	Training skills 
	To introduce training in accordance to the demands of the organisation as well as to support the professional growth of the employees. 

Establish a training manual with an employee handbook which would include standards to be maintained, information about all types of wines, beers and other drinks that are to be served and the expectations of the management from the team of employees. 
	Invite and establish contracts with producers, influencers and distributors to train employees. 

Establish workshops and seminars to educate and train the employees. 
	Improved and efficient skills with a minimum set of errors. 
	10 months 

	Time management skills 
	Make an everyday list of the things to do. 
Divide work based on priority and set a priority list based on the importance and deadlines. 
Delegate work which can be performed by others. 
Invest in effective technology which would ease the workload. 
Work on maintaining a consistent schedule. 
	Learn from time management videos. 

Work on completing tasks in the allocated time through reading articles. 

	Effective balance in personal and professional life with less stress and more efficiency. 
	8 months 

	Customer-service skills 
	Greeting the customers and assisting them when necessary. 
Attending guests with any issue and resolving the issues as soon as possible. 
Constantly checking on guests during the service. 
	Learn in articles about keeping the guest satisfied. 

Learning the basic etiquettes for attending guests  
	Increased employee satisfaction rate with increased sales and profit. 
	10 months. 



[bookmark: _Toc59019119]Understanding of the world of work
In the context of the Bar Job role, smooth handling of the day-to-day operations by managing the resources and focuses on the safe environment can be observed. It is the Bar Manager that will promote the business by hiring and training the whole staff and ensure the patrons are receiving excellent service. The Bar Manager has to manage the inventory and deal with the vendors for controlling the product distribution process. Moreover, a Bar Manager requires extensive knowledge in the legal compliances by maintaining the current licenses and updating the vendor contracts. As per the Indeed UK job consultancy, it has been observed that the Bar manager of VIC’s needs to have a passion for hospitality and can provide warm welcoming service to the customers (IndeekUK, 2020). The Bar manager has to lead the team and must know music, sports, and entertainment. It can be observed from the job responsibility that bar manager has to be equipped with the multi-tasking skills to deal with the vendors, local agency, customers, staffs, etc. Therefore, the job role of the bar manager is challenging and requires flexibility to adhere to the changing taste and preferences of the customers. 
[bookmark: _Toc59019120]Reflection on the academic progress
Employability skills, according to my understanding are those transferable skills which are important for an individual for being employed. These skills form the “building blocks” of the career as they are the employing criteria across the industries and businesses. In the initial learning of the course, I was very much unaware about the importance and necessity of employability skills even though I knew the increasing demand of employment in the current situation where it is important to track the skills that are essential in the market in accordance with the sector of working. With the further learning of the skills, I have identified that employability skills are highly important in order to establish an effective connection with the co-workers, solve the identified problems within the premises effectively, be a part of the organisation, recognise the expectations of the job role effectively and establish a career, be independent and have a charge of the career developmental opportunities.  
In this span of learning about employment and the important set of employability skills, I have identified a career path that I wish to be a part of is a bar manager. In order to be a bar manager, I have chalked out a set of employability skills that would be important for me to possess would be communication skills, customer-service skills, motivational skills, training skills and employee engagement skills. I believe the most important central skill is communication which keeps all the other skills connected. The establishment of an effective communication among all the employees would lead to better understanding of their needs, the skills, the weaknesses and the abilities. These sets of information can be utilised further in implementing necessary activities, training classes and other activities. With effective communication, employee engagement would also increase, as effective flow of information and feedback would get established which would enhance the rate of efficiency.  
[bookmark: _Toc59019121]Conclusion 
Thus, in conclusion it can be identified that, the employability skills form an integral part of the career goals which needs to be tracked down for improvement in order to establish a successful future. This report even reflects on the academic progress and the effectiveness of the employability skills in my role job. 
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[bookmark: _Toc59018588][bookmark: _Toc59019123]Introduction 
Reflective Writing underlines the analytical practice that helps the writer to describe the real or imaginary event as per their own words. The documenting of the responses based on past events can be analysed from the reflective writing. Furthermore, the writer can use his/her critical thinking ability skills to anticipate future outcomes by analysing past events/experiences. The reflective writing allows exploring the information and analysing the events. In the academic context, reflective writing is one of the basic criteria that need to be fulfilled by the student. In the case of the Reflective Report, the analytical content can be reckoned from the writer. A reflective report is used to illustrate the individual’s opinion in a critical reflection form. The primary examination of the experience or events can be determined through the reflective report. As a part of academic assessment, a reflective report evaluates the student’s critical thinking and writing skills. 
The current report will analyse personal learning by reflecting on the previous experience and current understanding of the academic topics with the help of Gibb’s Reflective Cycle. 
[bookmark: _Toc59018589][bookmark: _Toc59019124]Analysis of the topics based on previous and current experience
The topic “Paragraph Structuring” has helped me to understand the basic requirement of academic writing. Based on my prior experience, I know the summaries but the actual way to present the sentences to the reader was unknown to me. In going through the module, I have understood that a paragraph can state the main idea of the content. The reader will find the validity of the content based on the single paragraph as all the sentences in a single paragraph can present the same idea (Bennett, 2018). Previously, I used to write the summary by considering the development of the events but right now I have changed my approach in writing the content. The structuring of the paragraph based on the main topic and idea is one of the learning aspects that I have gathered after passing through Term 1 and 2. The main ideas of the content can be simplified in a single paragraph which has helped me to improve my academic writing skills. The structuring lesion has supported me to consider the three basic aspects that are required in constructing the report or essay. For example, while writing the content I will consider the main topic at first then the ideas and related advantages or disadvantages of the ideas. 
In the case of the topic “Notes-Taking”, the practice of gathering the information from multiple sources can be observed. From the module, I have ascertained that the writer used to record the information based on the requirement. With the current module, I have understood that the recording of the information in a systematic way can help us to clear the concept whenever it is required. The topic has helped me to record the key points without considering the whole content. Previously, I do not have any idea about the ways to record the key points. However, after acquiring the knowledge from the notes-keeping lesson, I have able to gather the notes in both the linear or diagram form. From the lesson, I have understood that the notes taking from the books must avoid the copying of the chunks from the paragraphs as it can increase the chances of plagiarism. I have learned that the notes taking strategy from the lectures can be done strategically. For example, I have to brainstorm the ideas proactively to acquire in-depth knowledge about the session. The utilisation of the conventional abbreviations like e.g., N.B, cf., i.e., can be used while taking the notes. 
In the case of diagram notes, Mind Mapping is one of the effective notes taking strategies that organises the information in a form of conceptual diagrams (Bradshaw, 2015). The conceptual diagrams help the reader to analyse the information in the future and helps to fetch a valid conclusion of the concerned topic. Moreover, mind mapping is a hierarchical form that supports the relationship between the variables of the topic. Previously, I used to take notes from external sources by simply copying the whole thing, and later it was difficult for me to interpret. The learning module of the Notes keeping in the form of diagram technique has helped me to understand the organisation of the information based on the relationship. The mind mapping technique has supported me to gather the information systematically for the sake of future interpretation. Moreover, such a technique is not only demonstrating the key facts but also manifest the overall structure of the subject with the relevant importance. The notes taking technique do not only support the academic requirement but also facilitate the employability skills of the individual. In the case of the critical thinking aspect, notes taking strategy can support the individual to develop their analytical reports. An in-depth understanding of the subject based on the notes taking strategy can be accomplished. I was not accustomed to the notes taking mechanisms and encountered difficulty in gathering the information. However, the session on the notes taking aspect has helped me to record the information for future analysis. Furthermore, in the academic context, notes taking technique is one of the valuable learning that has helped me to record the notes given in the class on a real-time basis. 
In the case of “Paraphrasing”, the writer used to narrate someone else’s idea into his/her own words. The practice of re-writing the content without changing the interpretation of the original text can be reckoned with the Paraphrasing activity. Paraphrasing can be the substitute for quoting the exact words of the existing writer and also to avoid plagiarism (Gist, 2017). The importance of paraphrasing is important in the academic context as it helps the assessor to find the extent to which the writer has understood the meaning of the source. I was familiar with the summaries but paraphrasing is the new approach of academic writing that I have acquired recently. I was also not aware of the acknowledgment of the sources used in the paraphrased content. My tutor explained to me that the paraphrased content is not grand if it is not acknowledged. Therefore, providing reference in the paraphrased content is important. The techniques that I have learned in paraphrasing the content by using synonyms, changing the class of the words and order has helped me to develop perfect academic content. Furthermore, the use of the existing author’s surname with a date of publication is important to consider while paraphrasing. Previously, I sued to summarised the existing ideas without any acknowledgment. However, the learning module has helped me to be equipped with the exact requirement of developing my academic writing by using the techniques of paraphrasing. I have understood that paraphrasing the content is allowed in the academic context but we cannot copy the exact words as it will categorised under plagiarism. From the paraphrasing lesson, I have acquired the knowledge in paraphrasing the content by retaining the same meaning of the source. Moreover, the content needs to be grammatically correct with proper spellings. The content can be of different structure but the meaning needs to be the same. 
The act of “Summarising” is the clear description of the facts or ideas in a condensed form. Based on my prior experience, I know Summarising but the techniques that support summary writing as unknown to me. The logical sequence that is required in writing the summary can be observed from the current module. Moreover, I have gathered knowledge regarding the techniques to develop a summary based on the organised way by utilising the notes taking strategy. The objective of the summary is to present the condensed content into a small paragraph by reflecting the core ideas and arguments of the original content (Nabi, 2017). The reader can get an idea about the topics by going through with the summarised content. Moreover, in the case of academic writing, summarising is one of the essential criteria that supports the development of academic content. Lastly, the “incorporation of the sources” has enabled me to understand the importance of the references in the content. The requirement of the sources in the paraphrased content, academic essays, and summaries can be observed in the lecture session. Previously, I used to develop the content but acknowledging the content in a presentable format was unknown to me. From the module, I have learned that quoting directly from the original content without citing the sources is categorised under the act of Plagiarism. The module has supported me to cite the sources of the content while developing the content. Moreover, the way to cite the sources is the key information that I have gathered from the current module. From the topics, I have able to gather information regarding academic writing and enhance my employability skills. 
The lesson plan was effectively designed to fetch meaningful dimensions to improve my employability skills. I have understood that term 1 and 2 has enabled me to develop the essays and paragraphs in a clearer way to receive higher grades. I have learned to use the techniques in developing the content by utilising the strategies shared in each topic of the module. Furthermore, my tutor has also undertaken vigorous activities in acquainted with the academic writing requirement. Moreover, such assessment helps cope up with the academic writing strategy by directing the path of a successful journey. 
[bookmark: _Toc59018590][bookmark: _Toc59019125]The implication of The Reflective Model in the Learning Journey 
As per Gibbs (1988), it is not adequate to relate only the experience during the learning process but it is important to reflect on the experience with detailed analysis (Spitzberg, 2018). The feeling or through process supports the individual to develop new concepts after generalising the existing ideas. In accordance with Gibbs Model, 6 phases can improve the experience by focusing on the future outcome. 
[image: ]
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1. Description: Previously, I was not aware of the techniques related to the notes taking, citing the sources in a proper way, paraphrasing the content, etc. However, I have learned the key techniques that are used to develop academic content. Furthermore, the act of plagiarism can be avoided with the techniques demonstrated in citing the sources lesson. 
1. Feelings: My feelings towards the lesson plan are positive as it has supported me towards the development of employability skills. The student acquiring the knowledge of the entire module will get an advantage is getting selected in the organisation during the graduate-level employment. My critical thinking skills have been improved as I have learned about the techniques used in paraphrasing the content. 
1. Evaluation: In the case of evaluation, my drawback is the knowledge gap that has reduced my grades. My unawareness regarding the exact requirement in academic writing has influenced my grades. However, after getting through with the topics, I have gathered the knowledge and critical information that is required for my improvement which is a positive side. 
1. Analysis: The experience that I have gathered after going through the topics has cleared my approaches to develop an in-depth analysed content. Previously, my knowledge was very limited but right now I have observed the correct alternatives in writing the content. 
1. Conclusion: The lesson plan was effectively designed to fetch meaningful dimensions to improve my employability skills. I have understood that term 1 and 2 has enabled me to develop the essays and paragraphs in a clearer way to receive higher grades. I have learned to use the techniques in developing the content by utilising the strategies shared in each topic of the module.
1. Action Plan: I will explore other secondary sources to gather more knowledge regarding the improvement of my employability skills. As a part of the action plan, I will prioritise the activities that are required urgently and assign the deadline based on the requirements. 
[bookmark: _Toc59018591][bookmark: _Toc59019126]Conclusion 
To conclude, it can be observed that a reflective report is used to illustrate the individual’s opinion in a critical reflection form. The primary examination of the experience or events can be determined through the reflective report. Moreover, the extent to which the student has improved in critical writing can be assessed through the reflective report. Furthermore, the reflective assessment helped to understand the drawbacks and weaknesses by relating to the past events. 
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