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TASK 1 –  JOB ADVERTISEMENT COMPARISON
For this task, four job adverts for Café Supervisor, Restaurant Supervisor, Hospitality Supervisor, and Café Team Leader roles were analysed. These roles were selected because they reflect the typical career progression in the hospitality industry and align directly with my long-term aim of becoming a café manager and business owner.
The first job advert, for a Café Supervisor in a large, branded coffee chain, required excellent customer service skills, staff supervision, and a strong understanding of food hygiene and health and safety regulations. The advert also needed experience in cash handling, stock control, staff training, and daily reporting. This shows that supervisors are responsible not only for people management but also for financial and operational control.
The second job advert, for a Hospitality Supervisor in a hotel environment, focused on guest satisfaction, leadership, and the ability to handle complaints and emergencies professionally. The role involved managing large teams, coordinating shifts, and ensuring service quality across different departments. This shows that hospitality supervisors need to manage pressure, think quickly, and maintain professionalism at all times.
The third job advert, for a Restaurant Supervisor, required experience in staff scheduling, rota planning, service supervision, quality control, and customer feedback management. The advert also highlighted the importance of communication between kitchen and front-of-house teams, showing how supervisors act as a bridge between departments. 
In addition to the common skills identified across the four job adverts, it is essential to recognise how these skills link directly to business success. For example, customer service skills are crucial not only for maintaining customer satisfaction but also for building customer loyalty and repeat business. In competitive hospitality markets, customer experience is often what separates successful companies from unsuccessful ones.
Leadership and teamwork are also consistently highlighted across all adverts because supervisors must motivate staff, resolve conflicts, and ensure smooth daily operations. Poor leadership can lead to low staff morale, poor service standards, and high employee turnover.
The requirement for food hygiene and safety knowledge reflects the legal responsibility of hospitality supervisors to comply with UK food safety legislation. Failure to follow these regulations can result in fines, business closure, and damage to the company's reputation.
Finally, skills such as stock control and cash handling are necessary because supervisors contribute directly to business profitability. Poor stock management leads to waste and financial loss. Therefore, the job advert comparison shows that supervisory roles require both customer-focused skills and business-focused skills.
The fourth advert, for a Café Team Leader, required experience in motivating staff, achieving sales targets, upselling, maintaining cleanliness standards, and supporting business growth. This shows the commercial side of hospitality supervision.
Table of  Comparison JOBS
	Job Role
	Leadership
	Customer Service
	Food Safety
	Staff Training
	Cash & Stock Control

	Café Supervisor
	✅
	✅
	✅
	✅
	✅

	Hospitality Supervisor
	✅
	✅
	✅
	✅
	✅

	Restaurant Supervisor
	✅
	✅
	✅
	✅
	✅

	Café Team Leader
	✅
	✅
	✅
	✅
	✅


The table highlights that all four hospitality supervisory roles require similar core competencies, including leadership, customer service, food safety knowledge, staff training, and cash and stock control. Reflecting on this comparison helped me realise that progressing into supervisory roles requires more than strong customer service alone. Although I already demonstrate strong customer interaction skills, this comparison made me aware that supervisory roles require broader management and financial competencies. This reflection has encouraged me to focus on developing management skills, particularly in budgeting and staff supervision, to better prepare for future career progression. This reflection directly informed my SWOT analysis in Task 2, particularly my identification of weaknesses in leadership confidence and financial skills, as well as common Knowledge and Skill Areas.
Across all four job adverts, the following were consistently required:
· Customer service excellence
· Strong communication
· Team leadership and motivation
· Knowledge of food hygiene laws
· Time management
· Cash handling and stock control
· Problem-solving
· Working under pressure
Importance of These Skills
These skills are essential because hospitality supervisors must manage people, finances, safety, and customer satisfaction simultaneously. This comparison clearly shows that hospitality management roles require both soft skills (communication, leadership) and technical skills (financial control, health & safety knowledge). This insight helps me understand exactly what skills I must continue developing.	
TASK 2 – SELF-ASSESSMENT & EVIDENCE OF READINESS
 SWOT ANALYSIS 
Strengths:
My strongest attribute is my customer service ability. I excel in communicating politely, listening attentively, and responding positively to customers. I am also reliable and punctual, which builds trust with employers. Additionally, I work well in teams and support colleagues during busy periods. My motivation to learn and improve further enhances my effectiveness in a hospitality setting.
Weaknesses:
I currently lack formal management experience, which affects my confidence in leadership roles. I also need to improve my financial skills, particularly in budgeting and profit calculations. 
Additionally, I sometimes feel nervous when speaking in public, which impacts my confidence during presentations.
Opportunities:
The hospitality industry offers numerous growth opportunities, including training programs, apprenticeships, food safety certifications, leadership courses, and work placements. The expanding café sector provides job security and potential for business ownership.
Threats:
There is significant competition for management positions in hospitality. Economic challenges can affect business stability, and prolonged working hours can strain health if not properly managed.
GIBBS’ REFLECTIVE CYCLE (1988)
“Gibbs’ reflective cycle (1988) emphasises transforming experience into learning, which helps me identify areas for growth.”
1. Description:
During the Employability and Career Development module, I engaged in activities including CV writing, job applications, presentations, group projects, career planning, and self-assessment. I also developed a business idea project focused on café management.
2. Feelings:
Initially, I felt nervous and uncertain about my abilities, worried that my skills might not meet expectations. Over time, as I received constructive feedback, my confidence grew, and I became more motivated and prouder of my progress.
3. Evaluation:
The module positively impacted my professional presentation skills, teamwork, and confidence. However, my initial fear of presentations and lack of leadership experience were challenges that I needed to overcome.
4. Analysis:
This experience highlighted that employability extends beyond academic qualifications to include confidence, self-awareness, and continuous improvement. Gibbs’ reflective cycle (1988) emphasises transforming expertise into learning, which helps me identify areas for growth.
5. Conclusion:
I learned that mistakes are part of the learning process and that confidence develops through practice and feedback. I now understand what employers expect and the areas I need to enhance.
6. Action Plan:
I will continue practising presentations, seeking feedback, attending workshops, and gaining work experience to strengthen my leadership skills and boost my confidence.
TASK 3 – EMPLOYMENT GOALS & PERSONAL DEVELOPMENT PLAN 
Employment Goals
Short-Term Goals (0–12 Months)
· Secure a hospitality assistant role: This initial role will allow me to gain practical, hands-on experience in a fast-paced environment, enhancing my understanding of daily operations and customer interactions. It will also help me develop a solid foundation in hospitality standards and service excellence.
· Complete Food Hygiene Level 2: This certification ensures that I am knowledgeable about food safety regulations and hygiene practices, which are critical in maintaining high standards and complying with health regulations.
· Gain Customer Service Certificate: By obtaining this certificate, I will demonstrate my commitment to providing exceptional customer experiences and refine my skills in handling customer inquiries and resolving issues.
· Improve communication confidence: Through targeted workshops and regular practice, I will build my confidence in public speaking and professional communication, ensuring that I can effectively convey ideas and lead discussions.
These short-term goals are not only essential for career progression but also serve as stepping stones toward achieving more advanced roles in the hospitality industry.
Long-Term Goals (2–5 Years)
· Become a café supervisor or manager: In this role, I will be responsible for overseeing daily operations, managing staff, and ensuring that service quality meets the company's standards. This position will allow me to develop leadership skills and learn the intricacies of staff management and customer satisfaction.
· Learn full business operations: I will immerse myself in all aspects of café management, including finance, marketing, inventory management, and customer relationship management. This comprehensive understanding will prepare me for entrepreneurial success.
· Open my own café business: My ultimate ambition is to establish and manage a café that reflects my vision, values, and commitment to quality. This goal requires not only hospitality skills but also entrepreneurial acumen and business strategy.
These long-term goals align with my vision of becoming a successful entrepreneur in the hospitality sector, ensuring independence and financial stability.







Personal Development Plan (PDP)
	Development Area
	Action
	Timeline
	Resources
	Measurement

	Leadership
	Apply for the team leader role
	6–12 months
	Workplace mentor, leadership training
	Supervisor feedback, team performance

	Management experience
	Complete Management Course
	3–6 months
	Online learning platforms, Leadership books
	Certificate, practical application

	Communication
	Practice presentations and public speaking
	Ongoing
	College workshops, public speaking groups
	Improved presentation skills, feedback

	Food Safety
	Obtain Food Hygiene Level 2
	1–3 months
	Accredited training provider
	Certification, practical implementation

	Confidence
	Engage in public speaking practice
	Continuous
	Tutor and peer feedback, community events
	Increased confidence, self-assessment








Monitoring Progress
I will monitor my progress through:
· Performance reviews: Regular feedback from supervisors and mentors to assess my growth and areas for improvement.
· Certificate achievements: Keeping track of completed certifications as milestones in my professional development.
· Tutor feedback: Leveraging constructive criticism from educators to refine my skills and approaches.
· Self-reflection: Continuously evaluating my own progress, identifying strengths, and addressing areas for development.
Conclusion
This expanded Employability and Career Development portfolio highlights my commitment to continuous professional growth, self-awareness, and long-term career planning. By thoroughly analysing job roles, assessing my strengths and weaknesses, and creating a detailed Personal Development Plan, I have strategically prepared myself for success in the hospitality industry. In addition to the established goals, it’s crucial to remain adaptable and open to emerging opportunities within the hospitality industry. By actively seeking mentorship and feedback, I can refine my leadership style and stay ahead of industry shifts. Incorporating new technologies and sustainable practices will also enhance my business acumen and align with modern hospitality standards. Ultimately, my commitment to continuous improvement and proactive learning will ensure that I am well-prepared to lead and innovate, achieving long-term success and fulfilment in my career.
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