



Compare Job Adverts

For this task, I looked at four real customer service job adverts at Venatu Recruitment Group, HR GO Recruitment, School Administrator at a Primary School in Brent, and a Customer Service Assistant role at One Stop (Tesco). Even though the companies are quite different, the adverts all asked for similar skills, which helped me understand what employers expect in this field. The first thing that stood out was how important communication is. Every advert mentioned the need to speak clearly, listen carefully and explain things in a simple way to customers. (Dearnley, 2007) This makes sense because the role involves dealing with different people, including those who might be upset or confused, so being able to stay calm and communicate well is essential. Problem-solving was another repeated requirement. Employers want people who can take responsibility for a customer’s issue, investigate it properly, and find a solution without always needing help from a manager. It shows that they value independence and confidence when dealing with challenges.
All three adverts also mentioned being comfortable with computers. This included things like updating customer records, using email or chat systems, and working with basic software such as Microsoft Office. For customer service roles that involve messaging platforms, being able to type quickly and accurately is also helpful. Teamwork appeared in each advert as well. Even though customer advisors often work independently, they still need to support their colleagues and help the team reach shared goals. Reliability and a positive attitude were highlighted, showing that employers want people who can contribute to a good working environment.
Finally, the adverts emphasized patience, empathy, and professionalism. Employers are looking for people who can understand customer needs and provide friendly, respectful support.  (Ladhari, 2009)
Overall, these adverts show that customer service roles mainly require strong communication, problem‑solving skills, digital confidence, teamwork, and a genuinely helpful attitude.

SWOT Analysis

Strengths:
One of my main strengths is the way I communicate with others. I am patient, understanding, and comfortable talking to people from different backgrounds. These qualities help me stay calm and supportive when someone needs assistance. I also pick things up quickly and adapt well when situations change. Organisation is another strength of mine; I manage deadlines reliably and try to keep my work structured. My confidence with technology is also useful, as I feel comfortable with digital tools and online communication.

Weaknesses:
Something I would like to improve is how I handle more complicated customer problems. Sometimes I worry too much about saying the wrong thing, which can make me slower at responding. I also want to become more confident with public speaking, as I still find it challenging to present in front of groups. Another area for development is data skills, since many customer service roles now involve looking at reports or performance data.

Opportunities:
I have access to several opportunities that can help me grow. (Clegg Sue, 2006) My college offers workshops, employer visits, and online resources that I can use to build my skills. Customer service jobs often train new starters, which would allow me to gain experience in complaint handling, conflict resolution, and working with customer systems. The demand for online support roles also gives me a chance to develop in areas that match my digital strengths.
Threats:
The main threat is competition, as customer service is a popular field with many applicants. Automation in customer service, such as AI chat systems, could also reduce some roles in the future. Another challenge is that applicants with stronger data‑analysis skills might have an advantage over me.
Evidence of Readiness:
I have shown employability through my college work and previous job experience. In group projects, I often helped organise tasks and supported others to stay on track, which helped me build teamwork and communication skills. Tutors and classmates have given me positive feedback about my reliability and willingness to help. My part‑time work also taught me how to deal with customers professionally, manage stressful situations, and solve problems quickly. Volunteering at events helped me become more confident when speaking with different people. These experiences show that I am prepared to work in a customer service environment and continue developing professionally.  (MOON, 2013)

Employment Goals & Personal Development Plan
When I looked back at my SWOT analysis, it became clear which areas I need to focus on to grow in my future career. The things that stood out the most were my lack of confidence when dealing with difficult customer situations, the nerves I get when speaking in front of groups, and my limited experience with data. These weaknesses are important for me to work on because they can affect both my performance and my ability to progress into roles with more responsibility. My long-term career interests lie in customer service and eventually leadership, so building these skills will help me move in the right direction and feel more prepared for future opportunities.
In the short term, my main goal is to become more confident when handling complicated customer queries or complaints. (Jane Andrews, 2010) Right now, I sometimes hesitate because I worry about giving the wrong answer or not solving the problem properly. I want to change that by practising real scenarios and learning from people who have more experience. Another short-term goal is to improve my public-speaking abilities. Although I communicate well one-to-one, speaking in front of a group still makes me uncomfortable. Since customer service often involves communicating clearly—sometimes even in team meetings or training I want to get better at this. I also want to build some basic data skills, because more companies now expect staff to understand performance scores or simple reports. Being able to do this confidently would definitely make me more employable.
Looking further ahead, my long-term goal is to become a customer service team leader. (Northouse, 2019)  I enjoy helping others and feel I would do well in a role where I can support a team, offer guidance, and contribute to improving how things run. To get there, I know I need experience and the right skills. Over the next few years, I want to take on small responsibilities, such as helping new staff or supporting group tasks, so that I can slowly build leadership experience. I also hope to study for a customer service or leadership qualification, which would help me stand out when applying for more senior positions.
To make sure I stay on track, I’ve planned several steps. For improving complaint-handling confidence, I will ask to shadow experienced colleagues and practise role-play situations until I feel more secure in my decisions. I’m giving myself around three to six months to see noticeable progress. For public speaking, I’m going to push myself to take part in classroom presentations and attend any workshops available. If I keep practising, I believe I can become more comfortable within six to twelve months. To build my data skills, I’ll complete beginner-friendly online courses in Excel and customer metrics. These should help me understand reports more easily. Finally, for my long-term leadership goal, I will aim to take on extra tasks whenever possible, ask for feedback regularly, and keep working on my confidence and communication. Overall, this plan gives me a clear direction and helps me stay motivated as I work toward my future career.
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