***Please note: this is ONLY a plan. The student would then need to spend time expanding on these ideas and practice delivering these notes in a fluent and connected manner. Please also note, this is NOT a Health and Social Care Role, but your chosen role MUST be in the Health and Social Care field****

My Task 2 Plan (MOCK)
Job I Am Interested In: Library Assistant
What this job includes:
A library assistant helps library users find and borrow books or resources (Librarian Society, 2019). Daily tasks include:
· Using a computer system to check books in and out.
· Organising and shelving books in the correct order (alphabetically or by number).
· Helping visitors find books or use the computers.
· Keeping the library clean and quiet.
· Supporting library events like reading groups or school visits.
Sources I used for this Section:
Librarians Weekly (2025) ‘Essential skills for modern librarians’, Librarians Weekly. Available at: https://www.librariansweekly.com/skills-for-modern-librarians (Accessed: 6 June 2025).
Librarians Society (2025) ‘Building effective communication in library services’, Librarians Society. Available at: https://www.librarianssociety.org/communication-in-libraries (Accessed: 6 June 2025).

3–5 skills needed for this job:
1. Attention to detail:
Example: You need to carefully check book titles and numbers to put books in the right place. If you make mistakes, books can get lost or hard to find.

2. Patience:
Example: You will often help people who ask many questions or need extra time. Staying calm and friendly is important, even if it takes a long time.

3. Organisation:
Example: You need to plan your work so tasks get done on time, like sorting returned books quickly or setting up for events. Being organised helps the library run smoothly and visitors get good service.

4. Good communication skills:
 Example: You talk to many different people every day. You must listen carefully and explain things clearly to help visitors, especially first-time visitors, or people signing up for a library card for the first time, who don’t know how the library works.

5. Basic computer knowledge:
Example: You use a computer to check books in and out and to find information. Knowing how to use basic programs and systems helps you do your job well.
Sources I used for this section:
Chartered Institute of Library and Information Professionals (CILIP) (2023)
 What is a Librarian? Available at: https://www.cilip.org.uk/page/WhatIsaLibrarian (Accessed: 6 June 2025).
National Careers Service (2022)
 Librarian Job Profile. Available at: https://nationalcareers.service.gov.uk/job-profiles/librarian (Accessed: 6 June 2025).
Prospects (2023)
 Librarian – Job Description. Available at: https://www.prospects.ac.uk/job-profiles/librarian (Accessed: 6 June 2025).

Two skills that are my personal weaknesses (and examples):
1. Attention to detail
Example: Sometimes, when I do my homework, I miss small mistakes.  I often have spelling errors in my work and then my teacher marks me down. This shows I need to focus more on little details. 

2. Good communication skills:
Example: I find it hard to explain things clearly or ask questions when I don’t understand. In class, I sometimes don’t speak up if I’m confused or don’t know how to say what I mean. This makes it harder for others to help me.
Strategies and actions to improve my skills (based on research)
1. Attention to Detail – How I Will Improve:
 Attention to detail means carefully checking your work and noticing small mistakes. Indeed Career Guide (2024) explains that practising tasks like puzzles and using checklists can help improve this skill.
· I will do simple puzzles (like spot-the-difference or Sudoku) for 10 minutes each day to train my brain to focus.
· I will use a checklist when I have a task to complete so I don’t forget any steps (Indeed, 2024).
· I will check my work slowly before handing it in to avoid small errors. BBC Bitesize (2023) explains that slowing down helps reduce mistakes.

2. Good Communication Skills – How I Will Improve:
 Good communication means speaking clearly and listening carefully. National Careers Service (2022) says that practising talking and preparing what you want to say can improve your confidence.
· I will practise explaining things out loud to a friend or family member twice a week.
· I will write down questions before class when I know I will need help understanding something (National Careers Service, 2022).
· I will join a club or small group where I can talk and listen to others, such as a drama or discussion group. FutureLearn (2021) says group activities help improve speaking and listening skills.
Sources I used for this Section:
BBC Bitesize (2023) Skills for work. Available at: https://www.bbc.co.uk/bitesize/subjects/zv48q6f (Accessed: 6 June 2025).
Indeed Career Guide (2024) How to improve attention to detail. Available at: https://www.indeed.com/career-advice/career-development/attention-to-detail (Accessed: 6 June 2025).
National Careers Service (2022) How to improve communication skills. Available at: https://nationalcareers.service.gov.uk/careers-advice/skills-and-qualities/communication (Accessed: 6 June 2025).
FutureLearn (2021) Free communication skills courses. Available at: https://www.futurelearn.com/subjects/language-courses (Accessed: 6 June 2025).



