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Task 1: Comparison of Job Adverts (Approx. 400 words)
Two job advertisements that have been analysed for this assignment are Cleaning Operations Manager at Mitie and Regional Cleaning Manager at OCS Group. Both of these job advertisements were found on the official career pages of the respective companies and are typical of management positions in the facilities management industry (Mitie, 2024; OCS Group, 2024). Both companies provide cleaning services in the healthcare and office sectors, which require cleaning managers with the ability to manage large teams of staff while maintaining high standards of cleanliness.
Analysis of the job advertisements reveals that both firms require the same skills and knowledge. Both advertisements include key skills such as leadership and team management, compliance with health and safety guidelines, control of a budget, ensuring quality is high, and control of client relationships. Individuals who work in these positions are responsible for supervising staff in multiple locations, monitoring service quality, and ensuring that a contract is adhered to. According to Michael Armstrong (2020), Michael Armstrong (2020) states that operational employees need leadership and management skills. Managers have the duty of ensuring that employees work together as a team.
Both posts emphasised the significance of leadership and team management.  Cleaning operations often involve large teams working across multiple sites and shifts.  Managers are responsible for coordinating staff rosters motivating staff and resolving operational issues.  Effective leadership is crucial for maintaining team productivity.
Another crucial aspect they all needed to understand was health and safety procedures.  Cleaning work involves chemicals, cleaning equipment and potentially hazardous materials so employers must ensure staff follow regulations like the Control of Substances Hazardous to Health (COSHH) rules.  The Health and Safety Executive (2023) explains that COSHH places the responsibility on employers to protect workers from hazardous substances and materials.
There were some differences between the ads, even though the roles were very similar. The Mitie job was more about managing key performance indicators (KPIs), following company rules, and working with senior stakeholders. On the other hand, the OCS Group role focused more on regional management tasks like managing multiple contracts, helping with business development, and building strong relationships with clients.
One shared skill found in both adverts is leadership.  This is crucial in the cleaning sector as managers oversee a large team.  Northouse (2019) emphasises leadership’s importance in any business, noting its role in boosting employee motivation and organisational performance.  Furthermore, in facilities management, effective leadership ensures client satisfaction.  Therefore, leadership is essential for anyone aiming to manage cleaning operations.

Task 2: Self‑Assessment (Approx. 800 words)
Self-assessment is a vital process that enables individuals to evaluate their personal strengths and weaknesses while identifying opportunities for professional development. It plays an important role in helping individuals understand their current abilities and areas that require improvement. One widely used framework for conducting self-assessment is SWOT analysis, which focuses on four key areas: strengths, weaknesses, opportunities, and threats (Gürel and Tat, 2017). This structured approach allows individuals to critically analyse both internal factors, such as skills and competencies, and external factors, such as industry trends and challenges. 
One of my strengths is my organisational skills. I can plan and organise tasks and responsibilities effectively and manage my time well.  This is crucial for a managerial role, as a manager coordinates various activities and ensures the organisation runs smoothly.  Organisation helps a manager stay productive and complete tasks on time. Another strength I have is the ability to communicate well with other people. This skill is vital for effective teamwork and for those who are in the business of managing people. According to Stephen P. Robbins and Timothy A. Judge (2019), effective communication is vital for effective teamwork.
However, the SWOT analysis also identifies some weaknesses that need development. One of my weaknesses is the lack of experience in senior management roles. Although I have experience working in a team, I lack the experience of working with large teams and multiple contracts.
Another weakness is the lack of knowledge in budgeting and financial management. Senior managers must monitor costs and budgets and ensure contracts are financially viable.  This knowledge is essential for progressing to higher positions.
There are also opportunities available which might help me in my career development. Facilities management is an emerging field as more organisations outsource their cleaning and maintenance functions. This requires skilled supervisors and operations managers to oversee these functions. Another avenue for development is professional training.  Completing health and safety courses like COSHH training will deepen my knowledge of workplace regulations and boost my employability.
However, I face challenges like competition for management roles and increasing regulations. Managers must stay updated on health and safety standards and ensure their teams meet them.
Reflection is essential for personal development and Gibbs’ Reflective Cycle provides a useful framework for this process.  It encourages you to evaluate your experiences identify areas for improvement and develop strategies to support your learning in those areas. (Gibbs, 1988)

By identifying strengths, individuals can recognise the skills and qualities that support their performance and employability. At the same time, acknowledging weaknesses is essential for personal growth, as it highlights areas where further development is needed. Opportunities provide insight into external factors that can enhance career progression, such as training and industry demand, while threats highlight potential risks that may hinder success.
Overall, SWOT analysis provides a clear and systematic method for self-evaluation. It supports informed decision-making and helps individuals develop realistic strategies to improve their skills and achieve their career goals.

SWOT Analysis

Strengths
· Strong organisational skills
· Good communication skills
· Leadership potential
· Attention to detail
· Problem-solving ability

Weaknesses
· Limited senior management experience
· Limited financial management knowledge
· Limited knowledge of regulatory compliance
· Limited experience managing multiple contracts

Opportunities
· Growth of the facilities management industry
· Training in health & safety (e.g., COSHH)
· Career progression opportunities
· Networking opportunities

Threats
· Competitive job market
· Increasing regulatory requirements
· Economic conditions affecting service contracts
Evidence of Readiness for Employability

My studies have equipped me with the skills and knowledge needed for a job. Exploring management and business concepts has given me a solid understanding of how businesses operate leadership dynamics and workplace interactions.
Another sign of my readiness is my active engagement in Weeks 1 to 7 of this module. These sessions focused on practical workplace skills like CV writing job hunting interview preparation and interpreting job offers.
From the CV and application workshops, I learned how to effectively present my skills and experiences in a professional manner during job application. This is important since tailoring each application to a particular job is essential, given that employers need applicants who can show their skills and experience clearly (Armstrong, 2020).
The interview preparation sessions have helped me boost my confidence levels, and I have improved my communication skills.
All activities conducted during the workshop have connected theoretical aspects of the module with practical aspects of employability skills required to be successful in the workplace. All these experiences show that I am prepared to start my career and continue to grow.

Task 3: Employment Goals and Personal Development Plan (Approx. 300 words)
Based on the weaknesses identified in your SWOT analysis, it’s crucial to set specific employment goals and create a personal development plan.  Having clear career goals provides direction and helps you focus on the essential skills for success.

Short Term Goals (1-2 years)
One of my short-term goals is to secure a position as a Cleaning Supervisor or Assistant Operations Manager. This role would provide me with valuable hands-on experience in team management. Another goal is to pursue professional training in health and safety compliance, specifically COSHH certification. This will give me a deeper understanding of workplace health and safety regulations, enhancing my professional credibility.Finally, I aim to expand my financial management knowledge, particularly budgeting and cost control. This will be beneficial for my future aspirations as a manager.


Long-Term Goals (3–5 years)
I’m aiming to become a Regional Cleaning Operations Manager at a facilities management company.  This role would involve managing multiple contracts and teams while also contributing to the company’s strategic direction.
This aligns perfectly with my interest in leadership and operations management.  Achieving this position would allow me to help maintain the high standards of service delivery in the sector.
Personal Development Plan

	Development Area
	Action
	Timeline
	Measure of Progress

	Industry Knowledge
	Attend workshops and industry events
	Ongoing
	Increased professional connections

	Leadership experience
	Seek supervisory positions
	1–2 years
	Positive feedback from managers confirms progress

	Health & Safety knowledge
	Complete COSHH health and safety courses
	12 months
	course certification complete

	Financial management
	Study budgeting and overall financial management
	1–2 years
	Develop ability to help with budgeting



This development plan will help ensure continuous learning and professional growth while working towards long-term career goals in the facilities management sector.
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