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Preface

The Institute of Hospitality
The Institute of Hospitality was launched on 2 April 2007 and is the new name for the Hotel & Catering International Management Association (HCIMA). The Institute of Hospitality represents professional managers in the hospitality, leisure and tourism (HLT) industries and has a worldwide membership in over 100 countries. 
The Institute of Hospitality is managed as an educational charity, and exists to benefit its members in their career and professional development, as well as continuing to improve industry sector standards. The primary purpose of the Institute of Hospitality is to:

“promote the highest professional standards of management and education in 

the international hospitality, leisure and tourism industries”

Institute of Hospitality Contact Details

For further information or guidance please contact:
Institute of Hospitality 
Trinity Court
34 West Street
Sutton, Surrey SM1 1SH


Tel: +44 (0)20 8661 4900
Fax: +44 (0)20 8661 4901
Email: awardingbody@instituteofhospitality.org
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SELF-ASSESSMENT EXERCISES 

As a starting point to developing evidence of employability skills and personal attributes, you should undertake a self-assessment to help you reflect on where you believe you are now.

Where would you place your current level of expertise in each of the employability skills and attributes?


After having completed this self-assessment, you may find it helpful to get a friend or relative to complete this assessment of you.


Compare your own assessment with that of your friend or relative and see where you hold different views.


When you have completed this exercise list your three best skills and attributes, and three skills and attributes you need to improve on below.


You can now start reflecting on your workplace experiences and collecting evidence of the identified skills and attributes.

SELF ASSESSMENT EXERCISE
	Employability skills

	Tick the appropriate column to self assess your current performance

(1-5 where 1 is very good and 5 is weakest)

	Communication
	1
	2
	3
	4
	5

	C1
	Communicating effectively with customers / customer empathy/ awareness
	
	
	
	
	

	C2
	Communicating effectively with colleagues and supervisors / managers
	
	
	
	
	

	C3
	Written communication skills, including report and letter writing
	
	
	
	
	

	Working with others
	1
	2
	3
	4
	5

	WO1
	Establishing good working relationships with people at different levels of the organisation

	




	
	
	
	

	WO2
	Motivating and inspiring work colleagues
	
	
	
	
	

	WO3
	Being assertive and also being able to compromise
	
	
	
	
	

	Improving own learning and performance  
	1
	2
	3
	4
	5

	ILP1
	Balancing your studies, part-time/casual employment , social life and home commitments
	

	
	
	
	

	ILP2
	Accepting and learning from constructive criticism
	
	
	
	
	

	ILP3
	Setting and achieving goals
	
	
	
	
	

	ILP4
	Planning own work and sticking to deadlines
	
	
	
	
	

	ILP5
	Ability to work alone and unsupervised.
	
	
	
	
	

	Problem solving

	1
	2
	3
	4
	5

	PS1
	Keeping calm under pressure
	
	
	
	
	

	PS2
	Making good decisions
	
	
	
	
	

	PS3
	Identifying a problem clearly before deciding on a solution/action
	
	
	
	
	

	PS4
	Knowing when your solutions are not successful
	
	
	
	
	

	PS5
	Implementing practical solutions
	
	
	
	
	

	Application of number
	1
	2
	3
	4
	5

	AN1
	Making the appropriate calculations when serving customers
	
	
	
	
	

	AN2
	Ability to work with and interpret data
	
	
	
	
	

	
	Information technology proficiency
	
	
	
	
	

	ITP1
	Using information technology applications to support work tasks e.g. cash handling, stock keeping, reservations, ticketing

	
	
	
	
	

	ITP2
	Preparing information using information technology, e.g. letters, reports
	
	
	
	
	

	ITP3
	Using information technology skills for editing and organising data, e.g. manipulating databases, using spreadsheets
	
	
	
	
	

	ITP4
	Using information technology to present information, e.g. creating tables, charts
	
	
	
	
	


SELF ASSESSMENT EXERCISE

	Personal attributes

	Understanding of the 
world of work/ business awareness
	1
	2
	3
	4
	5

	UW1

	Knowing how organisations work, e.g. management structures

	
	
	
	
	

	UW2
	Ability to adjust to the demands of timekeeping, hours of work and shifts
	
	
	
	
	

	UW3
	Task flexibility – taking on new responsibilities/tasks
	
	
	
	
	

	UW4
	Understanding and working within operational and business systems
	
	
	
	
	

	Motivation

	1
	2
	3
	4
	5

	M1
	Willingness to co-operate
	
	
	
	
	

	M2
	Commitment to the organisation
	
	
	
	
	

	M3
	Showing a positive attitude even when you have personal problems
	
	
	
	
	

	M4
	Drive – working hard.  Having the ‘get up and go’ to progress tasks and ideas quickly
	
	
	
	
	


	Flexibility and adaptability
	1
	2
	3
	4
	5

	FA1

	Ability to cope with change and uncertainty within the organisation
	
	
	
	
	

	FA2
	Showing a positive attitude to change
	
	
	
	
	

	
	Ethical awareness and integrity       
	
	
	
	
	

	EA1
	Being honest in situations at work when it is difficult to be truthful
	
	
	
	
	

	EA2
	Showing tact when dealing with sensitive issues
	
	
	
	
	

	EA3
	Considering ethical issues when in the workplace
	
	
	
	
	

	EA4
	Ensuring that confidential data is kept confidential
	
	
	
	
	

	Leadership 
	1
	2
	3
	4
	5

	L1
	Supervising others
	
	
	
	
	

	L2
	Being approachable and helpful to new colleagues when they start work
	
	
	
	
	

	L3
	Helping other (less experienced) colleagues
	
	
	
	
	

	Creativity and initiative
	1
	2
	3
	4
	5

	CI1
	Ability to develop new ideas
	
	
	
	
	

	CI2
	Building on the ideas of others
	
	
	
	
	

	CI3
	Ability to act independently in appropriate situations
	
	
	
	
	

	Self-confidence
	1
	2
	3
	4
	5

	SC1
	Dealing with customers confidently and efficiently
	
	
	
	
	

	SC2
	Dealing with awkward customers
	
	
	
	
	

	SC3
	Liaising with colleagues confidently
	
	
	
	
	

	SC4
	Liaising with managers confidently
	
	
	
	
	

	SC5
	Feeling able to express own opinions clearly but diplomatically
	
	
	
	
	

	SC6
	Still being able to value yourself even if something has gone wrong at work
	
	
	
	
	

	Judgement
	1
	2
	3
	4
	5

	J1
	Ability to form a reliable opinion about other people

	
	
	
	
	

	J2
	Knowing when to act and when to request assistance
	
	
	
	
	

	J3
	Time management
	
	
	
	
	


SELF ASSESSMENT EXERCISE

	Employability Skills 

	My three best Employability Skills are:



	1)



	2)



	3)



	Three Employability Skills I need to develop are:



	1)



	2)



	3)




	Personal Attributes



	My three best Personal Attributes are:



	1)


	2)


	3)


	Three Personal Attributes I need to develop are: 




	1)


	2)


	3)



The results of your self-assessment

Having completed your self-assessment, and discussed it with a friend or relative, you should now have a clearer idea regarding:

· What your strengths are - you will need to look for opportunities at work to demonstrate these and collect evidence to help you at job applications and interviews.

· Which areas you would like to improve - you will need to identify how you can develop in these areas and then collect the evidence of your improvement.

You can now begin an ongoing analysis of your use of employability skills and personal attributes using your Reflective Log as you undertake part-time or vacation work and collect evidence of how you have developed your skills and personal attributes using your Evidence Portfolio. 

THE REFLECTIVE LOG
In the Reflective Log you should record and reflect upon workplace experiences. Entries in this log will hep you to identify skills and personal attributes where you already perform well and have evidence. It will also show you where you need to develop further. You can copy this template to add further input to your portfolio. A Mentor Information Sheet is included at the end of the portfolio to pass to your personal mentor or tutor.
	REFLECTIONS ON WORKPLACE EXPERIENCES

	NAME:

DATE:                                                                        PLACE:

	What happened? Give an account of what happened.



	Reflections on Experience

	Looking back, why did the event or situation turn out that way?

What did you do?

What did others do?

How did you feel?

How do you feel now?



	Learning from the Experience

	What have you learnt from this experience regarding your use of employability skills and personal attributes?

What would you do differently in the future?



	Action Plans

	What actions, if any, do you need to take as a result of this experience to continue the learning?




THE EVIDENCE PORTOLIO

In the Evidence Portfolio you should collect evidence of your employability skills and skills development and of your personal attributes. You will focus on a selection of skills based on your self-assessment exercises and discussions with your personal tutor or HAVE tutor and your employer or supervisor. You can copy this template to add further input to your portfolio. An Employer Information Sheet is included at the end of the portfolio to pass to your employer.
	EMPLOYABILITY SKILLS EVIDENCE SHEET

	Name:

	Employability Skill: 

	Reference Number: 

	Evidence



	Employer/ Supervisor Comment


	Employer/ Supervisor Signature: ………………………………………………



	Date: 


	PERSONAL ATTRIBUTES EVIDENCE SHEET

	Name:

	Personal Attribute: 

	Reference Number: 

	Evidence



	Employer/ Supervisor Comment


	Employer/ Supervisor Signature: ………………………………………………



	Date: 


Hospitality, Leisure and Tourism Adding Value for Employability
(HAVE) Employer Information 
HAVE is a scheme that can assist those learners who are on work placement or undertaking periods of work experience and can help to enhance their future career prospects after college or university.  HAVE can help develop the skills which employers look for.

What are the benefits of HAVE?

HAVE helps learners to:

· add value to part-time and vacation work in hospitality, leisure and tourism

· reflect on and record employability skills and personal attributes

· develop skills which are useful across all industry sectors

· enhance future career prospects whatever the choice of career may be

· compile evidence of employability skills and personal attributes which will be useful in preparing a curriculum vitae, job applications or for job interviews

· make part-time and vacation work more interesting and challenging as they reflect on and record skills development

Achievements using HAVE can be formally recognised by the Institute of Hospitality, the professional body for the hospitality industry and a certificate awarded. 

How will industry benefit?

· HAVE exists to enhance work experience gained in the hospitality, leisure and tourism industries

· Learners will gain an insight into the many challenges presented during work experience and work placement and will be able to reflect on their interactions in the work place

· Learners will be able to reflect in a balanced way on their work experience and work placement and better appreciate the experience gained
· The recording and reflecting process will help learners to build a curriculum vitae and to acquire confidence in presenting themselves for employment opportunities once their studies are completed

· Employers will gain an insight into the learning process during work experience and work placement and be better able to support and mentor learners
How can I best engage with HAVE?

· Employers can assist those on work experience and work placement by helping them to reflect on their work place learning

· Employers can liaise with college and university tutors to build rapport with those on work experience and placement

· The HAVE Project provides a means for recording of evidence by learners, employers and tutors
· Employers can record their comments on the Employability Skills and Personal Attributes of those on work experience and work placement 

· Employers can assist in building the confidence of those learning in the work place

· Employers can help to provide a beneficial learning experience for those in work experience or on work placement

· Learners will have a positive focus to build their careers in the hospitality, leisure and tourism industries

Hospitality, Leisure and Tourism Adding Value for Employability
(HAVE) Mentor Information 

HAVE is a scheme that can assist those learners who are on work placement or undertaking periods of work experience and can help to enhance their future career prospects after college or university.  HAVE can work better with guidance from a mentor who can assist the learner to recognise and develop the skills which employers look for.

What are the benefits of HAVE?

HAVE helps learners to:

· add value to part-time and vacation work in hospitality, leisure and tourism

· reflect on and record employability skills and personal attributes

· develop skills which are useful across all industry sectors

· enhance future career prospects - whatever the choice of career may be

· compile evidence of employability skills and personal attributes which will be useful in preparing a curriculum vitae, job applications or for job interviews

· make part-time and vacation work more interesting and challenging as they reflect on and record skills development

Achievements using HAVE can be formally recognised by the Institute of Hospitality, the professional body for the hospitality industry and an award given. 

How can a mentor help with HAVE?

A mentor can:
· help those on work experience or work placement to articulate their learning experiences

· provide a listening ear for those working out solutions to work place challenges
· provide access to resources, people and ideas

· help the learner to reflect positively on their learning experiences

· help to develop potential for further career development

· provide a positive insight into the possibilities for future career development in the industry

· act as a role model, share experiences and provide objective solutions

· provide support and guidance when needed

Benefits of the mentoring relationship

Although a mentoring relationship is usually focussed on developing the learner there are many benefits for the mentor including: development of their own skills and increased job satisfaction from reflecting on their own role and experiences. 

It often takes less time than you would expect to volunteer as a mentor. A mentor can be explicit about the time they are prepared to give and this can be agreed with the learner from the outset.
Confidentiality
Rules of confidentiality should be agreed at the outset and the learner should feel professionally "safe" with the mentor. The mentor should not normally be the learner's appraiser or line manager or equivalent (in order to separate the mentor role from 'line management' and judgments required about work place issues). Where for practical reasons this is impossible to achieve, great care should be taken to ensure that the two roles are kept separate. 

Useful rules of mentoring
The mentor's role is to respond to the developmental needs of the learner.  The mentor should not impose their own agenda. 
· Both parties should take equal responsibility for the mentoring partnership. 
· Any matters discussed should be treated as confidential unless agreed for recording in the portfolio
· Both parties should respect each other's time and other responsibilities, ensuring that they do not impose beyond what is reasonable. 
· The frequency and length of meetings should be mutually agreed, along with the means of contact between meetings for minor issues. 
· The mentor should provide constructive feedback to the learner, while the learner should attempt to tackle any areas for development.
· Both parties should be happy with the location of mentoring meetings giving due regard to safety, security, mutual well being and travel arrangements. 
· Mentors should be able to decide whether it is appropriate to refer a learner elsewhere for advice but should not offer specific advice.  The mentor's role is to challenge and support the learner. 
· The mentoring relationship is entirely voluntary for both parties.  
Further Resources and Websites
European Mentoring and Coaching Council

A pan-European Council of representatives from several national EMCCs plus members in countries where a local EMCC does not yet exist, EMCC exists to promote good practice and the expectation of good practice in mentoring and coaching across Europe.

http://www.emccouncil.org
Mentfor (formerly East Mentoring Forum)
All about mentoring in the East of England, Mentfor is designed to help you access useful information and services whether your interest is in mentoring or being mentored. It is for everybody in the Region and beyond, of any age, gender, education, ethnicity, social, physical or employment status. Mentfor is a not-for-profit business.
http://www.mentfor.co.uk/default.asp
Horsesmouth

Someone needs what you know.  We've all had a wide range of experiences, but few of us are ever asked to share our reflections on that experience for the benefit of others. Even though you might not realise it, your experience, and particularly your learnings from that experience, will be very valuable to others going through a similar thing. Now there's an easy, safe and manageable way to give something back. 

www.horsesmouth.co.uk
The National Mentoring Consortium

The scheme is a process whereby Ethnic minority undergraduates are linked with mentors - professionals from the world of work, in order to gain support and experience. It is a one to one relationship where students can improve their personal and professional skills and prepare for the entry into the world of work.

http://www.uel.ac.uk/nmc/
Mentoring UK

Provides general advice and links on mentoring in the UK.

http://www.mentoring-uk.org.uk
The Mentoring and Befriending Foundation  

The national body for mentoring and befriending aims to provide leadership for the mentoring and befriending movement; develop and share best practice in mentoring and befriend and promote quality and standards in training. 

http://mandbf.org.uk/
The Scottish Mentoring Network

Comprehensive on-line library of information on mentoring in Scotland and information gathered from the rest of the UK, Europe and beyond.

http://www.scottishmentoringnetwork.co.uk/
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