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1 Activity 1: Career Development Self-Reflection
	Question
	Your answer

	What impact do I want to make?
	 I want to make a positive impact by providing excellent customer service, supporting my team and helping to create a friendly and well-organised working environment.

 

	What are my goals?
	 My short-term goal is to develop my management and leadership skills. My long-term goal is to progress into an Assistant Manager role and continue developing my career in retail management.

 

	What strengths (knowledge, skills, experience) can I promote?
	 I can promote my customer service experience, communication and teamwork skills, reliability, organisation and ability to work well under pressure. I also have practical retail experience and experience dealing with customers and daily store responsibilities.

 

	What weaknesses do I need to address to eliminate barriers?
	 I need to develop my leadership experience, improve my confidence when making management decisions and strengthen my knowledge of KPIs and business performance. 

 

	How do these align with my values?
	 These goals align with my values because I believe in being reliable, responsible, respectful and supportive. I enjoy helping customers and working as part of a team.

 

	What strategies can I adopt?
	 I can complete my university studies, take part in management training, learn from experienced managers, take on more responsibility at work and improve my knowledge of KPIs and Microsoft Office.

 

	What motivation will I need to get there?
	 I need to stay focused on my long-term career goal, remain positive and continue developing my skills even when I face challenges. Progressing to an Assistant Manager position will motivate me to keep learning.

 

	How will I track and measure my progress?
	 I will set clear development goals and review them regularly. I can measure my progress through feedback from managers, completing my studies and training, taking on additional responsibilities and successfully applying for Assistant Manager positions.

 


2 Activity 2: Your Personal Brand & Elevator Pitch
Step 1 — Brainstorm
	In three words, my personal brand is…
	 Reliable, organised, supportive.


	My key strengths are…
	 Customer service, communication, teamwork, organisation and the ability to work well under pressure. 

 

	An achievement that proves this is…
	 I have gained over three years of retail experience while continuing my university studies, developing my customer service, teamwork and organisational skills.

 


Step 2 — Draft your pitch 
I am a reliable and organised retail professional with over three years of experience in customer service. I am confident working with customers, supporting colleagues and managing daily responsibilities in a busy environment. Alongside my work, I am studying Business Skills for the Workplace at university to develop my business and management knowledge. My goal is to progress into an Assistant Manager role where I can use my experience while continuing to develop my leadership skills.









3 Activity 3: SWOT Self-Assessment
	STRENGTHS — what do you do well? What do others say you're good at?
	WEAKNESSES — where do you need to develop? What holds you back?

	 I have strong customer service and communication skills developed through over three years of retail experience. I regularly communicate with customers, handle payments and support daily store activities. I am reliable, organised and able to work effectively as part of a team. Combining work with my university studies has also improved my time-management skills.

 
 
 
 
	 I need to develop more experience in leadership and managing a team, as I have not yet worked in an Assistant Manager position. I also need to improve my confidence in making management decisions and develop my knowledge of KPIs, sales performance and Microsoft Office.

 
 
 
 

	OPPORTUNITIES — what trends, contacts or openings could you use?
	THREATS — what external factors could get in your way?

	 My Business Skills for the Workplace course gives me an opportunity to develop my management and business knowledge. I can also learn from experienced managers at work and apply for Assistant Manager positions. Current vacancies such as Costa Coffee and The Body Shop show that there are opportunities for career progression in retail management. 

 
 
 
 
	 Competition for Assistant Manager positions may be high, particularly from applicants who already have management experience. Some positions may also require flexible working hours, including evenings and weekends. Balancing work, study and personal responsibilities may sometimes limit the time available for professional development.

 
 
 
 


4 Activity 4: Making Career Choices — Cognitive vs Intuitive
Part A — Cognitive approach: weigh your alternatives
	Option
	Pros
	Cons / requirements
	Priority (1–3)

	 Assistant Manager

 
	 Career progression, more responsibility, opportunity to develop leadership and management skills, higher earning potential.

 
	 Requires leadership skills, confidence in decision-making, knowledge of KPIs and flexible working hours.

 
	 1
 

	 Team Leader / Supervisor

 
	 Builds leadership experience, allows me to support and motivate a team, and is a good step towards management. 

 
	 Requires responsibility for staff, handling problems and meeting performance targets.

 
	 2
 

	 Retail Customer Service / Sales Assistant

 
	 I already have relevant experience and strong customer service skills. It offers stable employment and further retail experience. 

 
	 Less responsibility and fewer management opportunities. Career progression and salary may be more limited.

 
	 3
 


Part B — Intuitive approach: build a mental model
My ideal future role: Assistant Manager in a successful retail company, where I can support the manager, lead a team, provide excellent customer service and contribute to achieving sales targets. My strategy to get there: Complete my Business Skills for the Workplace course → continue gaining retail experience → develop my leadership and decision-making skills → improve my knowledge of KPIs and sales performance → take on more responsibility at work → apply for suitable Assistant Manager positions.




5 Activity 5: Growth Mindset Reframe
	Fixed mindset
	Growth mindset reframe

	
	

	 “I do not have enough management experience to become an Assistant Manager.”

 
	 “I can develop my management experience by taking on more responsibility at work, learning from experienced managers and developing my leadership skills.”

 

	 “I am not confident enough when making important decisions at work.”

 
	 “I can improve my confidence by practising decision-making, asking for feedback and learning from challenging situations at work.”

 




6 Activity 6: SMART Goal Setting
	
	Short-term goal (next 3–6 months)
	Long-term goal (1–3 years)

	Specific — what exactly will you do?
	 Develop my leadership and management skills by taking on more responsibility at work and learning from experienced managers.

 
	 Progress into an Assistant Manager role where I can use my retail experience and develop my management career.

 

	Measurable — how will you know you've succeeded?
	 I will take on additional responsibilities at work, improve my knowledge of KPIs and ask my manager for feedback on my progress. 

 
	 I will measure success by securing an Assistant Manager position and successfully taking responsibility for supporting a team and meeting business targets.

 

	Achievable / Realistic — what resources or support do you need?
	 I will use my university studies, workplace experience, online learning and support from experienced managers to develop these skills.

 
	 I will use my retail experience, university qualification, further training and feedback from managers to prepare for suitable management opportunities.

 

	Timebound — by when?
	 Within the next 3–6 months.

	Within the next 1–3 years.




7 Activity 7: CPD Action Plan
	Skill / knowledge to develop
	Learning activity (course, reading, mentoring, practice…)
	Timeline
	How I'll reflect on / measure progress

	 Leadership and team management skills.

 
	 Take on more responsibility at work, observe experienced managers and ask for feedback. 

 
	 Next 3–6 months.

 
	  I will review feedback from my manager and record examples of when I successfully supported or guided colleagues.


	 Knowledge of KPIs and sales performance

 
	 Learn how retail KPIs and sales targets are used, complete online learning and discuss performance measures with experienced managers.

 
	 Next 3-6 months.
 
	 I will measure progress by being able to understand key KPIs and explain how they affect store performance. 

 

	 
Microsoft Office and management skills

 
	Practise using Microsoft Office through my university work and online learning, while continuing to develop my management knowledge.

	 Within 6–12 months

 
	 I will review my progress through completed university work, improved confidence with Microsoft Office and feedback from managers.

 


8 Activity 8: Discussion & Reflection
1. Which activity in this worksheet revealed something you hadn't consciously thought about before?
The SWOT analysis helped me realise that although I have strong customer service and retail experience, I need to develop my leadership skills and knowledge of KPIs to progress into an Assistant Manager role.

1. Are you more drawn to the cognitive or the intuitive approach to decision-making? Why?
I am more drawn to the cognitive approach because I prefer to compare different options, consider the advantages and disadvantages, and make practical decisions about my career.

1. What is one small action you could take this week towards a goal from Activity 6?
I could speak to my manager and ask for an opportunity to take on more responsibility and learn more about store performance and KPIs.

1. Who could give you honest feedback to strengthen your SWOT analysis?
My manager and experienced colleagues could give me honest feedback about my strengths, weaknesses and areas that I need to develop.




Further Research

· Reed.co.uk — Job Search and Assistant Manager Vacancies: reed.co.uk
· ⁠ Indeed UK — Career Guide and Career Development: uk.indeed.com/career-advice
· ⁠ Prospects — Careers Advice and Employability: prospects.ac.uk/careers-advice/getting-a-job
· ⁠ SkillsYouNeed — Employability Skills: skillsyouneed.com/general/employability-skills.html
