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TASK 1:
KEY SKILLS 
For this reflective essay I selected two job adverts relevant to my chosen profession in Reception and Business Support: Corporate Receptionist – Rapport, London, and Business Support Assistant- Assystem, London. (Please find jobs advert on Appendix).
The Corporate Receptionist role focuses on providing a hight-quality guest experience. The main responsibilities include welcoming visitors, managing proactively deadline with enquires and requests in person, by email or telephone, and supporting different buildings. The role requires strong professional skills, such as excellent communication and the ability to build rapport with clients and stakeholders. It also emphasises presentation, professionalism, and always delivering excellent customer service. This shows that the role is highly customer-faced and requires a confident attitude.
The Business Support Assistant role is more administrative but still includes reception duties. Responsibilities include onboarding and offboarding new staff, managing security process, handling post and deliveries, supporting facilities management, managing office supplies such as stationery and consumables, and assisting the UK central Business Services team. The role also involves ensuring compliance with health and safety procedures. This position requires strong organisational skills, attention to detail, and the ability to manage multiple responsibilities in a busy workplace environment.
Both roles include several common responsibilities and skills, such as reception duties, administrative support, high-quality customer services, strong communication, interpersonal skills, teamwork, organization, attention to detail, and the ability to work in a fast-paced environment. When comparing both roles also require knowledge of workplace procedures such as health and safety and admirative systems.
From my own experience working in Reception and security roles, I understand that communication affect customers satisfaction. Communication is essential not only for completing tasks but also for building relationships and maintaining the organisation’s reputation. (CIPD, 2023)
Communication is essential not only for completing tasks but also for building relationships and maintaining the organisation’s reputation. This reflection shows that developing strong communication skills is critical for success in my chosen profession.
TASK 2:
SEF-ASSESSMENT
Reflective practice is important for understanding personal strengths and identifying areas for development. In this section, I will use a SWOT analysis to evaluate my skills and readiness for employment, based on my academic studies and professional experience.
STRENGTHS
One of my main strengths is communication. I can speak more than one language such as Portuguese (Native), Spanish (Elementary), Italian (Beginner). In my current role as a Front of House Security Officer, I communicate with a wide range of people every day, including visitors, colleagues, and contractors from different countries. I ensure that my communication is clear, professional, and friendly. Additionally, my ability to speak Portuguese, Spanish and Italian allows me to support international visitors, which adds values to my role and make the welcoming and the visit running smoothly.
Another strength is my organisation and time management. Balancing full-time work with university studies requires discipline and planning. I work twelve hours from Monday to Friday, and I go to university on weekends (Saturday and Sunday). I use schedules and prioritisation techniques to manage my responsibilities effectively. This demonstrates my ability to work under pressure and meet deadlines (CBI, 2021).
Teamwork is also one of my strengths. I regularly collaborate with departments such Facilities IT, and Catering. This experience has helped me understand the importance of cooperations and flexibility in achieving organisational goals (Robbins and Judge, 2017).
Furthermore, I have developed technical skills through using systems such as Microsoft 365, Condeco/Engage, and Genetec. These systems are commonly used in professional environments, which increases my employability (CIPD, 2023).
WEAKNESS
My strengths, these are areas where I need to improvement. One of my main weaknesses is confidence in decision-making under pressure. Although I can handle situations effectively, I sometimes hesitate when making quick decisions independently.
Another weakness is my limited leadership experience. While I work well as part of a team, I have not yet had many opportunities to lead or manage others. Developing leadership skills is important for my career progression.
I also recognise that my academic writing skills needs improvement, particularly in referencing and structuring assignments. This is an important skill for my business course and future professional communication.
OPPORTUNITIES
There are several opportunities that can support my development. My current role provides practical experience in customer services, administration, and security operations. Training programmes such as First Aid and Fire Marshal certification also help me develop new skills.
My university course provides knowledge in areas such as leadership, communications, and organisational behaviours. These subjects are directly relevant to my career goals.
Additionally, feedback from supervisors and colleagues provides valuable insights into my performance. Reflecting on this feedback helps me improve continuously.
THREATS
One potential threat is competition in the job market. Many candidates may have similar qualifications, which mean I need to continuously develop my skills to stand out.
Another challenge is balancing work and academic responsibilities. Poor time management could affect my performance in both areas.
Technological changes also present challenge, ad I need to continuously to learn my new systems and processes.
EVIDENCE OF READNINESS
My academic studies- level 4 in Business for the workplace demonstrate my commitment to personal development. I am developing knowledge in leadership, communication, and business operations.
My work experience provides the evidence of employability. I have developed skills in customer services, administrative, problem-solving, attention to detail, etc. For example, I have experience managing visitors, executives, responding to accidents and support daily operations every day 
I have received positive feedback from my colleagues, manager and supervisors, regarding my professionalism and reliability. This feedback means I am doing well my current role. 
Additionally, my strengths, combined with my willingness to improve, demonstrate that I am ready for employment and future career progress.
TASK 3: 
SELF EMPLOYMENT GOALS
Based on my self-assessment, I have identified both short-term and long-term and long-term goals.
In the short term, I aim to improve my confidence in decision-make under pressure. This is very important because in my current role requires quick and effective responses to situations.
Additionally, I need to improve my academic writing skills, because this skill will support my success in my business university course.
In the long term, I aim to improve my management role, such as a Front of House Manger or Security Officer supervisor. This aligns with my career aspiration to take on more responsibility and lead teams.
DEVELOP A PERSONAL DEVELOPMENT PLAN
After analysing my goals, I will take the following actions to achieve them:
· Use university academic support services to improve my academic writing. 
· Gain experience in leadership by supporting team coordination and taking more responsibility at work.
·  Improve my confidence in situations under pressure attend training related to leadership and decision-making.

Timeline
· Short- term goals: 3-6 months.
· Long term-goals: 1-3 years.
Resources
· University workshops and academic materials.
· Workplace- university, programmes, training.
· Feedback from mangers and colleagues.
I will reflect in my performance and identify areas for improvement. I will ask my managers and colleagues for feedback to help me develop my skills. I will also practise making decisions at work to build my confidence and improve how I respond to situations. This will help me learn from experiences. (Gibbs, 1988).
To support my development, I will set small goals each month and check my progress regularly. I will write down what I did well and what I need to improve. This will help me stay organised and focused. I will also learn from my colleagues by watching how they work and asking questions. This will help me understand better how to deal with different situations. By doing this, I will improve my confidence and decision-making skills.
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APPENDIX 
Job Advert 1: CORPORATE RECEPTIONIST - Rapport
About the Role

We are looking for a Corporate Receptionist Corporate Receptionist Corporate Receptionist Corporate Receptionist to join our Rapport team, based in London Victoria.

Responsible for the ground floor reception, you will be the first point of contact for all guests entering the building, conducting visitor check-in, administration, and lobby hosting.
Every guest experience should be unique
You will be working alongside a supervisor in one of our largest receptions. However, our contract extends across Victoria and London city, meaning you would be part of a team of approximately 43 Rapport Ambassadors.
Links
Type of contract: 

Full-time, Permanent
Hours: 40 per week (Monday - Friday, shift rota basis between 7:30 AM and 5:30 PM with flexibility as per business needs).

What will you get? 

· Financial Freedom: Enjoy exclusive travel and grocery discounts, plus life assurance and cash rewards!

· Secure Your Future: Benefit from a contributory pension scheme for a stable financial tomorrow.
Stay Updated
· Health Matters: Access wellness programs, an Employee Assistance Program, and digital GP services for holistic support.

· Thrive Personally & Professionally: Unlock endless learning and development opportunities to elevate your career!

· Celebrate Excellence: Shine a spotlight on outstanding peers with WOW Awards for their exceptional contributions.

· Give Back to Community: Take one paid day off annually to support a cause you’re passionate about!

Main responsibilities 

· Delivering excellent guest service and welcome, ensuring all guests are acknowledged in a professional manner in line with brand standards.
· Maintaining the necessary awareness of building facilities to advise and direct guests appropriately.
· Ensuring that all attendees are pre-registered and that bookings without names are reconfirmed on the day.
· Proactively dealing with enquiries and requests in person, via the telephone or email, in a timely and professional manner.
· Supporting different buildings, depending on the demand of the operation.
· Delivering excellent guest service and welcome, ensuring all guests are acknowledged in a professional manner in line with brand standards.
· Maintaining the necessary awareness of building facilities to advise and direct guests appropriately.
· Ensuring that all attendees are pre-registered and that bookings without names are reconfirmed on the day.
· Proactively dealing with enquiries and requests in person, via the telephone or email, in a timely and
professional manner.

The ideal candidate will
· Share our Rapport values: Create Rapport, Be Brilliant, Innovative Spirit, Walk Tall, Stronger Together. 
· Confident and personable, with the ability to build strong rapport effortlessly with internal stakeholders, external partners, and VIP guests.
· Excellent command of written and spoken English.
· Creative, proactive, highly organised, detail-driven, and process-minded, with a resourceful, can-do attitude.
· Comfortable working independently while also thriving as part of a large, collaborative team.
· Impeccable personal presentation and outstanding interpersonal skills.
· Passionate about delivering exceptional guest service in every interaction.
· Ideally brings previous front-of-house experience from a luxury hotel, premium airline, or corporate hospitality environment.

Job Advert 2: BUSINESS SUPPORT ASSISTANT - Assystem
Job Description

Assystem is looking for an enthusiastic an experienced Business Support Assistant to join our Bolton of6ce. as part of the Business Services team. This is a varied and rewarding role providing a administrative support. We are seeking a professional, well-presented individual with strong communication skills and excellent attention to detail. The successful candidate will have a flexible, positive attitude, be willing to “pitch in” where needed, and thrive in a busy of6ce environment.

If you are organised, proactive and enjoy supporting teams to succeed, we would
love to hear from you.

Key Responsibilities

Reception & Front of House

· Receptionist duties including welcoming guests, staff visitors and contractors
· Ensuring the Assystem visitor protocol is followed including checking ID and
signing in guests.
· Security Officer duties (Responsible Security Officer).

Onboarding & Offboarding

· New starter onboarding, assisting with the issuing of passes etc.
· Performing office inductions.
· Issuing car parking permits.
· Assisting with the leavers process, return of passes and IT.

Health, Safety & Compliance

· Acting as Responsible Health and Safety Of6cer (RHSO).
· Representing the Bolton of6ce at Health and Safety meetings.
· First Aider (training will be provided).
· Fire Marshal (training will be provided).

Office & Facilities Management

· Responsible for post and parcel collection and deliveries to and from Building Reception; opening post, date stamping and distributing to colleagues on a
timely basis.
· Maintaining office systems, including data management and filing
· Manage office supplies including stationery and consumables; maintain
coffee machine.
· Supporting the UK central Business Services team with office maintenance
and repairs including hosting contractors.
· Organise catering for corporate events or meetings as required.
· Creation and maintenance of key holder rota and ensure it is adhered to
· Build and maintain excellent relationships with the onsite building
management team.
· Responding to Facilities tickets in a timely manner

General Business Support

· Raising Purchase Requests/Orders to suppliers using ERP system
· Supporting travel bookings
· Other reasonable business support tasks as requested by the Business Unit

Qualifications

· Previous experience in an administrative or office support role.
· Professional and well presented.
· Strong communication and interpersonal skills.
· Excellent attention to detail.
· Ability to prioritise tasks and work to deadlines.
· Flexible, positive and team-oriented approach.




