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1. [bookmark: _Toc225151893]Introduction
The section critically compares two customer-facing roles that were identified from recent job advertisements. The Receptionist role is compared to the Customer Sales Apprenticeship role at Sky. While the functions employ different skills and techniques, they both exist within the context of the customer and the organisation, a vital part of employability in the service industry (Cottrell, 2019).
Both of these roles will need both interpersonal and organisational competences that current employers expect in dynamic, customer-oriented environments. To be a receptionist is to run the front desk and co-ordinate the administration largely. When it comes to the customer sales apprenticeship, the job involves selling efforts and engaging with customers telephonically. However, it is important to note that regardless of the context, both roles demand similar transferable skills, which are critical for employability (Jackson, 2015).
This comparison will review the essential skills needed for both roles, outline any similarities, and assess the significance of communication as a core employability skill in customer-facing roles.


2. [bookmark: _Toc225151894]Task 1: Comparison of Job Advertisements
According to the two roles, one key skill is communication, and it is shared by both. It is an important skill, as both roles involve having direct contact with customers, which may affect the delivery of information and the overall experience. Employees should communicate effectively in order to understand the needs of customers, respond accordingly, and avoid misunderstandings which can create dissatisfaction.
Receptionists must communicate clearly and professionally to make visitors feel welcomed, comfortable and supported when they first arrive at the business. In comparison, in the Customer Sales Apprenticeship, communication is linked to sales, as employees must explain the product and persuade the customer. As noted by Cottrell (2019), communication is about exchanging information that develops personal and professional relationships, while also supporting the organisation.
According to Jackson (2015), teamwork, problem-solving and customer satisfaction all benefit from effective communication, which is widely considered a key employability attribute. Hence, one can say that communication is central to both positions and to the success of customer-centric occupations.
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Figure 1: Receptionist Job Advertisement (Indeed, 2026)
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Figure 2: Customer Sales Apprenticeship Job Advertisement (Indeed, 2026)


3. [bookmark: _Toc225151895]Task 2: Reflective Self-Assessment and Evidence of Employability Readiness
In this section, I reflect on my skills, knowledge and overall readiness for employment. I will carry out a SWOT analysis to assess my strengths, weaknesses, opportunities, and threats. It allows a systematic way of identifying internal (strengths, weaknesses) and external (opportunities, threats) factors or issues that can influence career progression (Gürel and Tat, 2017).
Self-assessment is critical for employability because it helps you understand where you are now and what you need to improve to meet employer needs. According to Cottrell (2019), awareness of oneself is a key aspect of knowing one’s strengths and weaknesses. It helps in making logical and confident career decisions.
This section will therefore examine my strengths, weaknesses, opportunities and threats, and will provide evidence of my employability readiness through my academic background and work experience.


3.1 [bookmark: _Toc225151896]SWOT Analysis: Strengths
One of my greatest strengths is communication. I believe I have developed this strength from my work experiences and even daily interactions. To illustrate, I had to communicate with different people while working in positions like Domino’s delivery and warehouse operative roles, including customers and team colleagues. This has made me more confident when speaking and better able to understand the needs of others. Communication is a key employability skill, which supports teamwork as well as enhances customer satisfaction (Jackson, 2015).
I’m also good at working with others in a team. While in warehouse and security positions, I had to work with others to carry out tasks to the best of our abilities and keep the environment safe and organised. This experience helped me understand how teamwork plays a vital role in improving performance in the workplace.
I also think being flexible is one of my strengths. Throughout my experience, I have worked in several types of roles. This has allowed me to adjust quickly to new environments and responsibilities. I can adapt to difficulties with ease, which is important in modern work environments where task and responsibility requirements vary (Cottrell, 2019).


3.2 [bookmark: _Toc225151897]SWOT Analysis: Weaknesses
The most challenging weakness that I believe I have is my lack of business or office experience. Although I picked up some valuable skills from my past jobs, I haven’t worked in an administrative role or one on the customer-based office side. I may lack confidence to apply for such roles because I may not be fully aware of the expectations and responsibilities.
Another one of my weaknesses is that I sometimes lack confidence in new situations. For instance, I may take some time to get used to a new role or when dealing with challenges. In the beginning, I may struggle to perform my best, even though I usually improve with experience. Confidence develops over time, through experience and self-awareness. Therefore, according to Cottrell (2019), this is something that we can improve.
I need to work on better management of time. It gets hard to balance work and studies along with personal life at times, which can lead to stress and inefficient completion of tasks. I need to work on my planning and organisation skills in order to accomplish this more effectively.


3.3 [bookmark: _Toc225151898]SWOT Analysis: Opportunities
One opportunity that I have is my university course, which helps me develop the knowledge and skills needed for a job in the future. I’m studying business and what employers expect from candidates. Through my studies, I’m understanding this better. I can boost my employability with this opportunity as well as prepare for a role in customer service or administration.
I can additionally apply for apprenticeships or beginner roles. The opportunities will help me to have real work experience in an organisation that will help me to overcome my inexperience. According to Jackson (2015), gaining work experience helps develop employability skills and enhance job prospects.
I have the chance to improve my skills through training as well as self-development. One way to expand the learning of these skills is by practising it in real life or engaging in online courses. It will enhance my future readiness of getting a job and my chances of getting a job.


3.4 [bookmark: _Toc225151899]SWOT Analysis: Threats
A potential threat that I face is the intense competition in the job market. I may struggle to get roles because many candidates can have better experience or qualifications than me. It could impact my employability, especially if I wish to pursue a job in admin or customer services.
One other threat would be that I do not have any experience in a more professional office setting. Employers may prefer candidates who already have experience in similar roles even though I have transferable skills. As a newcomer in my career, it might restrict my choice.
The job market may have fewer positions or set higher standards which will mean that you may not get a job despite possessing the right qualification. I must enhance my abilities continuously and acquire relevant experience for remaining competitive in my field. According to Jackson (2015), one’s employability is dependent on one’s ability to continually develop and adapt to changing job market.


4. [bookmark: _Toc225151900]Evidence of Employability Readiness
The job experience and my academic study reflect my employability readiness. I’ve had jobs like Domino’s delivery, warehouse operative and security, which have helped me show my communication, teamwork and responsibility skills to employers. For instance, during my time at Domino’s, I had to interact face-to-face with customers, which enhanced my confidence and clarity. When working warehouse jobs, I worked with other individuals to get the job done efficiently.
My studies at the university support my employability. My time at university is giving me insight into business and showing me what employers want. It strengthens my ability to link theories with practical circumstances and enhances my overall work readiness.
Moreover, I have demonstrated a willingness to adapt and evolve myself. I know my weak points and I am making an effort to improve upon them, like my time management and confidence issues. As per Jackson (2015), employability depends not only on current skills but also on the ability to learn and develop. As a result, the combination of my practical experience, classroom learning and self-development shows I am becoming more employable.


5. [bookmark: _Toc225151901]Task 3: Employment Goals & Personal Development Plan
Considering the weaknesses from my SWOT analysis, it has been decided to set employment goals (both short-term and long-term). A short-term goal of mine is to obtain experience in an office administration/customer-based role. The fact that I do not have any experience of working in an office environment makes me a little lost in various other functions while applying for the same. Receiving this insight will equip me to know what is expected at work and practise.
A further short-term goal is to manage my time better. I plan to achieve this by practising communication in real life and planning my daily activities more effectively. These goals matter because they will help me do a better job both professionally and scholastically.
In the long term, I want a permanent job in administration or customer service and upgrade to a management level. I intend to seek development and construction of professional career that aligns with my career aspirations. Setting clear goals for oneself and working towards those goals is crucial (Cottrell, 2019).
To help achieve these objectives, I have drawn up a personal development plan. Over the next three to six months, I will apply for entry-level roles and apprenticeships to gain experience. Using planning tools such as the calendar and the task list every day will improve my time management skills. Besides, I will work on my self-confidence, speaking more in school and the workplace (if possible).
I will track the number of job applications I complete each week, employer feedback and my improvement in being more confident and better at organisation. I will also use resources such as online courses, university support and job websites to improve my skills and increase my chances of employment.
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Customer Service/Receptionist

Martin Motor Services Ltd & - 2.8 %
Willenhall WV13 3RS

£26,000 - £29,000 ayear - Full-time

Full job description

Company Overview

Martin Motor Services Ltd is a leading commercial repair and maintenance specialist
dedicated to providing top-quality services in the automotive industry. We value
professionalism, reliability, and customer satisfaction as core principles guiding our work.
Summary

We are seeking a Customer Service Representative to join our team . This role is vital in
ensuring our clients receive exceptional support and service, reflecting our company's
commitment to excellence. The successful candidate will play a key part in maintaining our
reputation for quality.

Responsibilities

Greet and assist customers both in person and over the phone with professionalism.
* Manage customer enquiries.

Service administration duties including raising of job cards with appropriate
details,scanning and loading of vehicle compliance documents to relevant platforms.
Coordinate with technical teams to ensure timely service delivery.
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Customer Service Advisor

Teleperformance & - 3.6 %

Birmingham

£13.45an hour - Full-time

Job Company

proceaures, wniie proviaing eacn CUsTomer witn a seamiess experience

What you'lldo

Inthis role, you'll conduct financial reviews with customers and provide them with accurate
information, allowing them to make informed decisions on financial products and services.
You'll hone your organisational skills as you manage your diary and balance proactive
conversations with planned customer meetings.

Your duties will include:

* Supporting the bank’s way of working to help as many customers as possible

* Maintaining relationships with colleagues in your department to support customers
and maintain an awareness of the wider aims of the business

* Resolving complaints and errors quickly and making sure that the relationship with the
customer is fully restored

* Ensuring each customer interaction leaves the customer satisfied that their needs have
been met.
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