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[bookmark: _Toc716992405]Task 1: Compare Job Adverts
[bookmark: _Toc1946504965]Table 1: Comparison of two job adverts
	Job Role
	Key Skills Required
	Key Knowledge Required
	Source of Advert

	Delivery Driver / Helper (Gledion's Delivery LTD – Dudley DY2)
	- Good communication and people skills - Being reliable and turning up on time - Physically fit, as the job involves lifting - Able to work as part of a team - Flexible with working hours
	- Understanding how to load and unload items safely - Basic vehicle care and keeping the van clean - Following health and safety rules - Making sure the right items go to the right place
	Gledion's Delivery LTD job advert (Feb 2026)

	Multi Drop Van Delivery Driver (Siamo Recruitment – Aston B6)
	- Experience doing multi-drop deliveries - Good customer service and communication - Strong time management - Comfortable using sat nav or delivery apps - Professional and presentable
	- How multi-drop delivery work is organised - Planning routes and managing time efficiently - Using delivery systems and handheld tech - Basic knowledge of driving rules and licence requirements
	Siamo Recruitment job advert


Source:Authors own
This table compares two delivery job roles, highlighting the main skills and knowledge required for each. Both roles require strong communication, reliability, and a good level of customer service, showing how important these are in the delivery industry. However, the multi-drop driver role places more emphasis on experience, time management, and the use of technology such as delivery apps. In contrast, the helper role is more suitable for beginners, focusing on physical work and basic delivery tasks. Overall, the comparison shows that while entry-level roles require fewer qualifications, more advanced positions demand greater experience and responsibility.
[bookmark: _Toc1799769256]1.1 Selected Job Adverts
The two job adverts chosen are for a Delivery Driver/Helper role based in Dudley and a Multi-Drop Van Driver role based in Aston, Birmingham. Both jobs are in the delivery and logistics sector, but they target slightly different levels of experience.
The Gledion’s Delivery LTD advert focuses on both drivers and helpers, making it more suitable for someone starting out. In contrast, the Siamo Recruitment role requires previous multi-drop experience, which suggests it is aimed at more experienced applicants.
[bookmark: _Toc277542445]1.2 Key Skills Identified
Both adverts highlight a range of important skills. The Gledion’s role focuses on reliability, physical fitness, flexibility, and basic communication skills. It also mentions teamwork and the ability to carry out manual handling tasks safely.
The Siamo Recruitment advert places more emphasis on time management, customer service, and experience using delivery technology such as sat navs or tracking systems. It also expects drivers to complete multiple deliveries efficiently within set timeframes.
[bookmark: _Toc2013195105]1.3 Common Skills and Knowledge
There are several shared skills across both adverts. These include:
· Good communication 
· Customer service 
· Reliability and punctuality 
· Understanding of safe handling and delivery procedures 
Both roles also require a professional attitude, as drivers represent the company when interacting with customers.
[bookmark: _Toc1552687845]1.4 Importance of Communication Skills
One key shared skill is communication. This is important in the delivery sector because drivers often deal directly with customers. Clear communication helps avoid mistakes, such as delivering the wrong items or going to the wrong address.
It also helps when dealing with issues, such as delays or missing items. A driver who communicates well can explain the situation clearly and maintain a positive relationship with the customer. According to the National Careers Service (2024), communication is one of the most important employability skills across all job sectors.
Communication also plays an important role when working as part of a team, especially when coordinating deliveries or dealing with unexpected issues on the road. Being able to share clear information with colleagues can help avoid delays and improve overall efficiency. In the long run, strong communication skills can also help build trust with customers and support a positive reputation for the company.
Overall, both adverts show that while experience levels may differ, the core skills required for delivery roles remain very similar.

[bookmark: _Toc1073543065]Task 2: Self-Assessment
[bookmark: _Toc1025904974]2.1 SWOT Analysis Overview
[bookmark: _Toc717130957]Table 2: SWOT Analysis 
	Strengths
	Weaknesses
	Opportunities
	Threats

	Good communication skills
	Limited delivery experience
	Entry-level roles available
	High job competition

	Reliable and punctual
	Lack of confidence in new settings
	Training opportunities
	Physically demanding work

	Willingness to learn
	Time management needs improvement
	Career progression in logistics
	Long and irregular hours


Source: Authors Own
This table shows a simple SWOT analysis of my current position in relation to working in the delivery and logistics sector. It highlights that I have some useful strengths, such as good communication, reliability, and a willingness to learn, which are important in most jobs. At the same time, it points out areas I need to improve, including gaining experience and building confidence in new situations. There are also clear opportunities available, such as entry-level roles and training that could help me progress. However, there are challenges too, including competition for jobs and the physical demands of the work.
[bookmark: _Toc1031563779]2.2 Personal Strengths
One of my main strengths is communication. I am able to speak clearly and work well with others, which is important in delivery roles where customer interaction is frequent. This matches the requirements mentioned in both job adverts.
Another strength is reliability. I understand the importance of being on time and completing tasks properly. Employers value workers who are dependable, especially in roles where delays can affect customers.
I am also willing to learn new skills. This is important in a sector like logistics, where processes and technologies are constantly changing.
[bookmark: _Toc92266326]2.3 Areas for Development
One of my main weaknesses is a lack of direct delivery experience. While I may have transferable skills, I will need time to fully understand the role.
I also sometimes lack confidence when starting new tasks. Although this improves over time, it can affect how quickly I adapt to new environments.
Time management is another area I need to improve. In delivery work, managing time effectively is essential to complete multiple deliveries within a shift.
[bookmark: _Toc1356012374]2.4 Opportunities for Growth
There are several opportunities available to help me develop. Entry-level roles, such as delivery helper positions, provide a starting point to gain experience. Many companies also offer training, which can help improve practical skills.
According to Chartered Institute of Logistics and Transport (2023), the logistics sector offers strong career progression opportunities for those willing to develop their skills.
[bookmark: _Toc1402474076]2.5 Potential Threats
One challenge is the level of competition for jobs, especially for entry-level roles. Many people apply for these positions, making it harder to stand out.
Another challenge is the physical nature of the job. Delivery roles often involve lifting and long hours, which can be demanding.
[bookmark: _Toc1698624192]2.6 Evidence of Readiness
I believe I am ready to begin working towards employment. Through my studies, I have developed organisation and communication skills. Completing assignments on time shows that I can manage my workload effectively.
In addition, any part-time work or volunteering has helped me build confidence when dealing with people. These experiences have improved my ability to work as part of a team and handle responsibility.
Feedback from teachers and peers has also helped me improve. For example, being told that I am reliable and communicate well has encouraged me to build on these strengths.
Overall, while I still have areas to develop, I have a solid base of skills and a willingness to learn, which are important for employability (CIPD, 2023).

[bookmark: _Toc45576887]Task 3: Employment Goals & Personal Development Plan
[bookmark: _Toc1503626509]3.1 Tabel 3: Overview 
	Goal Type
	Goal
	Actions
	Timeline
	Measure of Success

	Short-term
	Gain delivery experience
	Apply for helper roles
	3–6 months
	Job interview or role secured

	Short-term
	Improve time management
	Use planners and schedules
	Ongoing
	Tasks completed on time

	Long-term
	Become a multi-drop driver
	Gain experience and training
	1–2 years
	Progression into driver role

	Long-term
	Build confidence
	Take on responsibilities
	Ongoing
	Positive feedback


Source:Authors Own
This table outlines my short-term and long-term goals, along with the steps I plan to take to achieve them. In the short term, I want to gain experience in delivery work and improve my time management, as these are essential for getting started in the role. Over a longer period, my aim is to progress into a multi-drop driver position and build my confidence at work. The actions listed show how I plan to reach these goals, while the timeline and measures of success help me track my progress and stay focused.
[bookmark: _Toc1150506203]3.2 Employment Goals
My short-term goal is to gain experience in a delivery role, such as a helper position. This will allow me to learn practical skills and understand how the job works.
Another short-term goal is to improve my time management, as this is essential in delivery work.
My long-term goal is to become a multi-drop delivery driver. This will require experience, confidence, and the ability to manage multiple deliveries efficiently.
[bookmark: _Toc8008317]3.3 Personal Development Plan
To achieve these goals, I will apply for entry-level roles and take part in any training offered. I will also work on improving my time management by planning my daily tasks more carefully.
Resources I may need include support from employers, guidance from teachers, and online learning materials. According to Indeed (2024), developing practical experience and soft skills is key to career progression.
I will measure my progress by tracking improvements in my time management, gaining feedback, and successfully moving into more advanced roles.



























[bookmark: _Toc68023282]References (Harvard Style)
CIPD (2023) Employability skills factsheet. London: Chartered Institute of Personnel and Development.
Chartered Institute of Logistics and Transport (2023) Careers in logistics. Available at: https://www.ciltuk.org.uk
Gov.uk (2024) Find a job service. Available at: https://www.gov.uk
Indeed (2024) Delivery driver job description. Available at: https://www.indeed.co.uk
National Careers Service (2024) Delivery driver job profile. Available at: https://nationalcareers.service.gov.uk
Prospects (2023) Transport and logistics careers. Available at: https://www.prospects.ac.uk
Reed (2024) Delivery driver roles and responsibilities. Available at: https://www.reed.co.uk
Siamo Recruitment (2026) Multi-drop van driver job advert. Birmingham: Siamo Group.
Gledion’s Delivery LTD (2026) Delivery driver/helper job advert. Dudley.
Skills for Careers (2024) Essential workplace skills. Available at: https://skillsforcareers.education.gov.uk
Totaljobs (2024) Driver job description. Available at: https://www.totaljobs.com
UCAS (2023) Employability skills guide. Available at: https://www.ucas.com
World Economic Forum (2023) Future of jobs report. Geneva: WEF.

