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Task 1
I participated in the group activity as a Banqueting Manager, in the hospitality industry and the name of the organisation is a 4* hotel in Trafalgar Square called Lanoy’s. 
A banqueting manager is responsible to focus on organising all aspects of an event taking care of menu selection, serving, presentation and clean-up. Ensuring the quality and detail of the event or banquet is very important. He will be making sure every detail is done precisely to the customer’s choice sometimes exceeding the expectations. In the hospitality industry a Banqueting manager has a vital role of achieving and exceeding the customers’ expectations, such as arranging a corporate event. In an event like this the banqueting manager will have to deal with food and beverage making sure the decorations and presentation is well designed and unique. He will have to oversee the event and make sure that it is a success. In an organisation like a hotel a banqueting manager is important as the hotel will have an event space, here it will be the banqueting managers responsibility to maintain and organise the space and any event taking place. 
Recruitment is the process of recognising that the organisation needs to employ someone for a position and finding potential candidates with the desired knowledge, skills and experience for the job. Organisation will then go through a process of selecting a suitable applicant to fill the post in contrary to the job description and specification.
Recruitment and selection is very important in any organisation. Making sure you have the right person in the right position at the right time is crucial to the success of running a hotel. In the hospitality industry, running a hotel with adequate and experience staff is vital in running the business successfully. Recruiting a suitable candidate for the position is key. There are three types of recruitment needs as follows:
Planned- these types of recruitment needs happen from changes in an organisation and from people retiring.
Anticipated- these needs arise due to movements of employee. An establishment can study the trends of movement by analysing internal and external environment and predict is there may be a recruitment need.
Unexpected- the primary cause of unexpected needs are resignations, deaths, accidents and prolong illness.
Job description for a banqueting manager 
A job description is a formal account of the employee’s responsibilities. This is where the employer needs to state, what the tasks will be expected to be complete after securing the job. A banqueting manager is responsible of all aspects of the banquet department functions, in accordance with the hotel standards. The banquet manager oversees the 100% satisfaction of the customer and ensuring the event goes smoothly as planned. He is responsible for the recruitment all staff members needed in the events industry for the hotel. 
The expected duties for a banquet manager is:
· Marketing and selling conference and banqueting facilities, the banqueting manager is responsible to advertise for the functions room or hall so that customers will know about the space and the services provided.
· Scheduling reservations, the banqueting manager must ensure that the bookings that are made do not overlap with other bookings. and arrange for all required staff members and services to be present.
· Operating the facilities profitably, effectively making as much profit as possible for the organisation.
· Planning well so each event runs smoothly, the banqueting manager will be responsible for preparation and arrangement of the occasion making sure whatever is needed for the event is arranged for. 
· Checking all bills are paid on time, he will have to make sure that all payments for hiring the space is paid on time and any costs that have been made by yourself for event is paid for.
· Managing your food and beverage team, the banqueting manager will have to hire staff for the required positions in food and beverage. He will be dealing with the supervision of people and manage their timbale and so forth.
· Briefing staff and checking the rom set-up before event, this is important part as the liaising with customer and staff will have to be good so that you can communicate the goal and desires of the customer.  
· Ensuring the room is turned around, ready for the next event.
Person specification for banqueting manager
Person specification is a description of skills, experience, qualifications, knowledge and other attributes which an applicant must have to perform the job duties. For a banqueting manager or any job role, getting the person specification correct is essential. Not every type of person will suit all job positions. Some jobs need someone with patience and tolerance other jobs may need someone that can make good decisions and be a quick thinker. It is very important to have a person specification so that the job position can be filled in with the best possible person it for the specific job role. When there is a position available to be filled, the employer should think of what kind of person is suitable for the position. What kind of skill set will the person need, if experience or qualification is needed. The benefit of providing a person specification is so candidates can look at the requirements and see if they will match the criteria. The person looking for the job will also benefit from a person specification as this will allow them to see if they will be suitable for the position or not ensuring they don’t waste any time.
Person specification for a banqueting manager is someone with impressive stamina and engaging social skills who stays cool under pressure. He will need to successfully motivate and manage a whole team and be able to inspire them to ensure the client gets an unforgettable event.



Task 2

                                                       Khaleda Begum
Address – 40A Bounces Road, London N9 8HY 
Email Address- khaleda88@hotmail.co.uk
Mobile – 07538240603
Personal profile 
I’m a confident and well presented, individual. I’m understanding and highly enthusiastic, because of this I’m able to communicate and cooperate very well with others. I love working with people and have excellent team working skills. I’m organised and excellent at multi-tasking which is why I work exceptionally under pressure and to meet deadlines. I have a strong customer service orientation and delivery focus. I have active commitment to continuous improvement and quality standards. I can comfortably work in a fast paced, hands on, growth orientated work environment. I have a wide experience of IT. Also, I can easily adapt to other environments and excel in my needed skills. As a motivated person I can display these qualities confidently.

Key skills 
· Good time keeping and time management  
· Exceptional leadership skills and working in a team
· Always looking to go that extra mile
· Enthusiastic and motivational 
· Excellent at working under pressure and meeting deadlines

Employment history 

Conference and Banqueting Deputy Manager, Lanoys, London
(March 2014-Present)
· Marketing
· Diary organisation
· Generating sales
· Organising and monitoring of weddings, conferences, event including booking guest accommodations 
· Reception and management and rota for staffing 

Receptionist and Telephone System Manager, Lanoys Hotel, London 
(October 2009- February 2014)
· Dealing with enquires
· Keeping record of bookings and payments for reservations 
· Control and ordering stationary 
· Rota for reception staff
· Assisted managing director during PAs absence 
· Invoicing
Receptionist, Noor-Ul-Islam Primary School, London E10
  (July 2008- August 2009)
· Welcome visitors 
· Answering telephone and dealing with enquiries
· Maintain security by following procedures
· General administrate work
  Key Worker, Noor-Ul-Islam preschool, London E10
(September 2006 – July 2008)
· Responsible for 16 key children making sure they are happy and safe
· Ensure all children have learning journeys and update regularly 
· Engage with parents
· Do observations and plan for children’s learning 
· Make sure all area and activities are clean and safe
· Work together in a team, helping others
Education 
White Hart Lane Secondary School
(September 1999- July 2004)
GCSE Qualification
· English literature C                        -  Religious Studies B
· English Language B                      -  BTEC Applied Business Studies BB
· Core Science B                              - Maths C
 Chestnut House Training Centre 
(September 2004- July 2005)
· NVQ level 2 in Childcare                  - Paediatric First Aid Certificate



Reference 
Miss A Akanro                                                      Mrs Hawa Hansa
Head of Year                                                         Manager  
White Hart Lane School, London N22                Noor-Ul-Islam Preschool, London,
0208 889 6761                                                       0208 558 3014




















Task 3 
In this part of the report I will be talking about competencies. The two I have chosen are Team Working and Time management, I will relate to my own experience and apply the STAR model. 
TEAM WORKING
While working as a key worker at NUI (Noor-Ul-Islam) we had many staff at the preschool. Manager, Deputy, 6 Key Workers, a Receptionist and 2 Assistants. Every day we had to set up before the children come in and put things away after they leave ensuring that everything is clean and put back in its place. There was a rota in place so that setting up was fair and equal. Where there are a lot of children also comes illness. When any staff member where absent it was difficult as we all had to work harder and faster to ensure set up was done to excellent standard and that’s when working as in a team was very crucial. I was the person in charge whilst the Deputy was not there. I had to make quick and fair decisions as to what needs to be done by whom. But also had to work with my colleagues to make sure that we all were happy about our extra duties as a member of staff is absent. We as a group always came up with solutions and I oversaw making sure they were right. I realised that to work well in team doesn’t mean that you keep delegating work out and I should sit back and relax but rather we should all do things together equally and fairly which also makes all team members appreciated and want to come forward and do more work willingly. I also realised that saying thank you and praising others always has a good effect on their behaviour, it’s very important to have a happy team that feel appreciated.
TIME MANAGEMENT
Working at a Pre-School it is Paramount that we keep to a good day to day plan so that things run smoothly, and the children get most out of their day. At the setting we make rotas and its very important that we stick to it. 
The children come in at 8:45am 
Circle time at 9:00am
General plays start at 9:10am
Snack from 9:30am-2:00pm
Home time at 3:10pm
Although this is a general timetable, between these times we have other activities, cleaning, attending to different situations and so forth. Every day comes with unique and changed situations that we need good time management skills to make sure that the day runs smoothly. Especially when we take the children on short local walk. It’s very important to have good time keeping. I have to make sure that in a space of 2 hours children go to the toilet wash their hands get ready with coats on and are waiting in a line. While this is happening, I must make sure I sign them out ensure with have correct children and staff. Must bring the first aid book and box. Have to safely get to the destination deal with any accidents or incidents make sure children have an enjoyable and good learning experience and bring them back safely. To take children on outings I need excellent time management skills and be quick at making decisions.
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