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[bookmark: _Toc224591645]TASK 1: COMPARE JOB ADVERTS

A) Kitchen & Logistics Porter - NEC, Birmingham currently recruiting a dedicated Kitchen Porter contracted to 40 hours per week. Full-Time / Permanent. 

Candidates should be able to maintain the kitchen to a consistently high standard of cleanliness while ensuring a safe and hygienic working environment as well as a strong commitment to complying with Food Handling and Hygiene standards and adhering to all Health and Safety regulations.


B) Kitchen Porter in Birmingham, West Midlands, B40 1PP | Hilton Birmingham Metropole, on a full-time basis, contracted to 40 hours per week. 

Looking for a candidate who is dedicated, reliable and enthusiastic individual, eager to be part of a competitive and rewarding environment. You will join the kitchen brigade while helping to keep the kitchen areas and utensils clean and maintaining a clean and safe environment for the team and our guests also making sure that all Health & Safety procedures are followed in all areas of the kitchen

[bookmark: _Toc224490077][bookmark: _Toc224591646][bookmark: _Toc132462756][bookmark: _Toc1174967464]1.1 Comparison of key skills and areas of knowledge required 
for the profession is presented below in a clear table format for improved clarity. 





TABLE- I: COMPARISON OF KEY SKILLS & AREAS OF  KNOWLEDGE

	
Company’s 
Name/Location
	
Job Title

	
Full Time
	
Key Skills required
	
Areas of Knowledge required

	NEC Group/ Birmingham
	Kitchen Porter
	YES
	· Keeping the kitchen area clean
· Working quickly to prepare fresh food in a busy kitchen 
· Maintaining a clean and safe working environment 

	· Complying with health & safety procedures 

· Complying with Food Handling & Hygiene standards


	Hilton Metropole/
Birmingham
	
Kitchen Porter
	
YES
	· Keeping the kitchen area and utensils clean
· Maintaining a clean and safe working environment for the team and the guests
	Full knowledge of health & safety procedures 


   Source: My own
[bookmark: _Toc644851188][bookmark: _Toc253531561][bookmark: _Toc224591647]
1.2 Common skills and areas of knowledge mentioned across the adverts
Health and safety procedures and maintaining a clean, safe environment are absolutely essential because porters work at the heart of daily operations, supporting both staff and guests while moving equipment, handling deliveries, and keeping high‑traffic areas organised. A porter is often responsible for lifting, transporting, and storing items safely, which means understanding proper manual‑handling techniques and being alert to potential hazards such as spills, obstacles, chemical handling or faulty equipment. Strict health and safety awareness helps prevent accidents, protects colleagues and visitors, and ensures the workplace remains compliant with legal standards. Maintaining cleanliness is equally important, as porters contribute directly to the overall hygiene, appearance, and professionalism of the environment—whether it’s a hotel, restaurant, or event venue. A clean and safe setting not only enhances guest satisfaction but also supports smooth operations behind the scenes. Demonstrating strong commitment to safety and cleanliness shows reliability, responsibility, and readiness to uphold the high standards expected in a hospitality setting.

[bookmark: _Toc412926861][bookmark: _Toc335155884][bookmark: _Toc224591648]1.2.1 One skill that is important to the profession
Health and safety are essential in a hospitality firm because it protects both employees and guests, ensures smooth daily operations, and upholds the organisation’s legal and ethical responsibilities. A strong health and safety culture reduces the risk of accidents, food contamination, and workplace injuries, all of which can disrupt service and damage a business’s reputation. It also helps maintain high hygiene standards, supports staff wellbeing, and builds customer confidence—key factors in an industry where trust, cleanliness, and service quality directly influence guest satisfaction. By prioritising safe practices, hospitality firms create a secure, efficient environment where teams can perform effectively and help create guests with unforgettable experience without risk.

[bookmark: _Toc224591649]
TASK 2: SELF AWARENESS & EVIDENCE OF READINESS

[bookmark: _Toc224591650]2.1 Self-Awareness: 
Self-awareness is having a clear perception of ourselves and our personality, including  strengths, weaknesses, thoughts, beliefs, motivation, and emotions. According to Alain Morin, 2011 self‐awareness represents the capacity of becoming the object of one’s own attention. In this state one actively identifies, processes, and stores information about the self. While Maslow (1943) emphasised that self‑awareness is essential for personal growth and self‑actualisation, the highest level of his Hierarchy of Needs.  It is the process of evaluating our own skills, abilities, behaviours, and performance to understand our strengths, weaknesses, and areas for improvement. It is important because it increases self‑awareness, helps us reflect on our progress, and enables us to set realistic goals for personal and professional development. By taking responsibility for our own growth, self‑assessment supports continuous improvement and helps us make more informed decision‑making.  A range of tools can be used to enhance self‑awareness, including the Johari Window, personality tests, learning‑style models, and SWOT analysis. Among these, SWOT analysis is widely recognised and frequently applied.
[bookmark: _Toc224591651]
2.1.1 SWOT Analysis: 

It is a strategic framework to assess ourselves in order to plan our career. This process enables us to recognise our internal strengths and weaknesses and encourages us to remain aware of the external opportunities and threats that may influence our progress. 

Table-II below provides a clearer picture of my strengths and weaknesses and identifies the opportunities and threats that may shape my future progress.
[bookmark: _Toc224464945][bookmark: _Toc224490792][bookmark: _Toc224491050][bookmark: _Toc224491112][bookmark: _Toc224492358][bookmark: _Toc224591652]TABLE-II: SWOT ANALYSIS

	STRENGTHS

· Time management skills
 
· Organisation skills 

· Ability to work under pressure

	WEAKNESSES

· Distraction

· Impatience

 
· Limited technology skills
 
 

	OPPORTUNITIES

· Networking 

· Resources 

· Training

	THREATS

· Technology change 

· Competitors in superior skills





Source: My own
2.1.1.1 My strengths 

include strong time‑management and organisational skills, which enable me to plan tasks effectively and meet deadlines consistently. I am also able to work well under pressure and delivering quality results even in challenging situations. Together, these strengths support my ability to perform reliably in both academic and professional environments.

2.1.1.2 My main weaknesses 

include becoming easily distracted and sometimes feeling impatient, which can affect my focus and consistency. I also recognise that my technological skills need further improvement. However, being aware of these areas allows me to work on them and develop better habits over time.
2.1.1.3 The key opportunities 

available to me include the chance to build strong networks, access valuable resources, and participate in ongoing training. These opportunities will support my continuous development, expand my knowledge, and enhance my readiness for future career roles.

2.1.1.4 The main threats

 I may face the rapid pace of technological change, which requires continuous learning to stay updated, and strong competition from individuals with more advanced skills. These factors could impact my progress if I do not remain proactive in developing my knowledge and capabilities.

[bookmark: _Toc224591653]2.2 Evidence of readiness:
[bookmark: _Int_3fHC1fF7] I am ready for employment because I have already demonstrated that I can take responsibility, adapt quickly, and perform confidently under pressure. In previous roles, I stepped up to lead the team during a major event when the team leader was absent and we were short‑staffed. I organised the workflow, delegated tasks effectively, and kept the team calm and focused, ensuring everything was completed to a high standard and ahead of schedule. Experiences like this have strengthened my ability to work independently, support others, and maintain professionalism in fast‑paced environments. I am prepared to bring this same level of reliability, commitment, and strong work ethic to your organisation from day one.

[bookmark: _Int_inPSFC4w]The above incident demonstrates personal advancement because it highlights my ability to grow beyond my basic responsibilities and step confidently into a leadership role when the situation demanded it. By taking charge during a major event, especially when the team leader was absent showed maturity, initiative, and the capacity to handle pressure effectively. Organising the team, delegating tasks, and maintaining a professional atmosphere all reflect strong decision‑making and problem‑solving skills. Completing the work to a high standard and ahead of schedule further proves that I can manage time, motivate others, and deliver results. These are all signs which are developing professionally, becoming more capable, and ready to take on greater responsibilities in future roles.

[bookmark: _Toc224591654]2.2.1  Certificate in Business Skills course

My enrolment on this course will significantly support both my personal and professional development. Engaging with individuals from diverse racial and cultural backgrounds will enhance my communication abilities and better prepare me to work effectively in multicultural organisational environments in future roles. As Cottrell (2021) highlights, employers increasingly value strong interpersonal and communication skills, along with cultural sensitivity and empathy towards the needs of others.

[bookmark: _Toc224591655]TASK 3: EMPLOYMENT GOALS & PERSONAL DEVELOPMENT PLAN (PDP)

[bookmark: _Toc224591656]3.1 Employment Goals: 
A) Short-term goals: In the short term, my goal is to secure a full-time role where I can strengthen my focus, improve my technology skills, and develop greater patience in a professional environment. I also plan to adopt strategies to manage distractions and improve concentration, enabling me to perform more efficiently in day‑to‑day responsibilities.
B) Long-term goals: In the long term, my goal is to progress further into a more responsible role where I can apply my improved technical abilities and demonstrate consistent, reliable performance. Over time, I hope to develop into a well‑rounded professional who can manage complex tasks, adapt to new technologies, and contribute effectively within a team or leadership setting.


[bookmark: _Toc224591657]3.1.1 Importance of goals: 
[bookmark: _Toc224490089][bookmark: _Toc224491123][bookmark: _Toc224492365][bookmark: _Toc224591658]These goals are important to me because they directly address the areas I need to improve in order to become a confident and capable professional.  By working on these weaknesses, I am building the foundation needed to progress in my chosen career path.

[bookmark: _Toc224591659]3.1.2 Alignment with career aspirations: 
[bookmark: _Toc224591660]These goals also align with my long‑term career aspirations, as developing these qualities will not only increase my employability but also support my ambition to grow into more responsible roles in the future.

[bookmark: _Toc224591661]3.2 Personal Development Plan (PDP): 

According to Morgan (2017) PDP is a Plan intended to develop skills that are important to the work life. And Open University (2024) explains it further that it is a process which can help to achieve goals in three key areas which can apply to career development, study and personal development.  

Below is a concise outline of the key actions I will take to address my identified weaknesses. A full explanation of each action — including timelines, required resources, and the methods I will use to measure progress — is provided below in Table-III







TABLE-III:  PERSONAL DEVELOPMENT PLAN (PDP)

	GOALS/
OBJECTIVE
	ACTION
	SUCCESS CRITERIA
	RESOURCES
	TIME-LINE

	Reduce Distraction & Improve Focus
	· Use the Pomodoro Technique (25 minutes focus, 5 minutes break).
· Remove digital distractions by turning off non‑essential notifications.
	· Completion of tasks within planned time
· Longer periods of uninterrupted study

	· Weekly planner or digital calendar
· Noise‑cancelling headphones

	4-6 weeks

	Manage Impatience & Improve Emotional Self‑Regulation
	· Use the “10‑second rule”: pause briefly before reacting in stressful situations.
· Break tasks into smaller steps to reduce the urge to rush.
	· Improved
patience during busy events
· Fewer rushed mistakes

	· Stress‑management workshops
· Practice deep breathing exercises
· Adopt mindfulness meditation
	6-8 weeks

	Improve Technical Skills (Digital Literacy & Software Skills)
	· Practise using new tools weekly by applying them to assignments/projects
· Build a small portfolio of tasks demonstrating new skills (e.g., charts, presentations, templates).
	· Ability to use key software confidently
· Improved quality of digital assignments

	· YouTube tutorials
· Practice files and templates
	8-12 weeks


    Source: My own
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