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I have chosen two similar job adverts relating a to customer service roles. The first job advert is for a Customer Service and Sales Assistant role, and the second advert is for a Customer Service Specialist. The job titles are slightly different, however both positions are customer focused and focus on interacting with customers, solving problems, and ensuring customers have a positive experience with the company.

After reviewing both adverts, several key skills and areas of knowledge were mentioned. In the Customer Service and Sales Assistant role, the advert highlighted skills such as communication, customer service, teamwork, product knowledge, and the ability to persuade customers to make purchases to increase sales revenue. As this role includes sales skills, it also stresses the importance of confidence, listening to customers’ needs, whilst also recommending additional suitable products or services available.

The Customer Service Specialist advert requires strong communication skills and excellent customer service abilities. Differentiating from the previous job advert the focus is on problem-solving, handling customer complaints, maintaining a professional attitude, whilst also having a good understanding of company policies and their systems. This role places a strong emphasis on supporting customers, answering enquiries, and ensuring issues are resolved quickly and efficiently.

When comparing both job adverts, there are several common skills that are desirable in both roles. Including, communication skills, customer service skills, problem-solving, and the ability to work well with customers. Both roles require regular interaction with customers, paying close attention to their needs, and provide helpful support. Although one job includes sales responsibilities and the other does not both positions still prioritise creating a positive experience for customers.

An important skill requirement is customer service skills. Customer service skills are crucial in such roles because employees are often the first point of contact between the company and its customers. The way a customer is treated in the first instance can have a lasting impact and impression of the business. Good customer service means being polite, patient, and helpful when dealing with enquiries, problems, or complaints.

Having strong customer service skills builds trust and loyalty with customers. When customers feel respected and supported, they are more likely to return to the business and recommend it to others. In roles that include sales, good customer service can increase the potential to increase sales revenue because customers are more likely to buy from a company where they feel valued.

Overall, these job adverts highlight the importance of communication and customer service skills. Which are essential for creating positive customer experiences, by solving problems effectively, it also helps the business to maintain a strong relationships with their customers.




Task 2 
Swot analysis
Weaknesses


I have several strengths that will enable me to fulfil these roles, nonetheless there are also areas where I need to improve. One weakness is that I sometimes feel nervous in new situations, especially when meeting new people or starting something unfamiliar. However, I am working on becoming more confident by practising communication and participating more in discussions.

Gaining more work experience will also impact on my abilities to fill job roles of a similar nature. I have developed many skills through education and everyday experiences, gaining more practical experience in real workplace environments would help me improve further. Experience can help me better understand how businesses operate and how to deal with different types of customers, giving me a better understanding and more knowledge of how to support customers.

I also want to improve my problem-solving skills in challenging situations, namely dealing with difficult customer complaints. Although I try to remain calm and helpful, I recognise that gaining more experience and training will help me manage these situations more effectively.


Opportunities


There are a vast number of opportunities available that can help me develop my skills and prepare for employment. For example, continuing my education and training will allow me to have a deeper understanding of the importance of communication, customer service skills and how to behave professionally in a workplace.

Another opportunity is gaining work experience, internships, or part-time employment in customer-focused roles such as retail or hospitality. Opportunities like this would allow me to practise my customer service skills in real situations and build my confidence when dealing with customers.

I can also take advantage of feedback from teachers, mentors, or supervisors. Constructive feedback helps me to understand what I am doing well and what areas I need to improve. Listening to advice from more experienced people can support my personal and professional development.




Threats


There are some external challenges that could affect my career development. One possible challenge is competition in the job market. Many people apply for customer service roles, so it is important to develop strong skills and gain experience to stand out to employers.

Another challenge could be changes in the workplace, such as the increasing use of technology and automated systems in customer service. To overcome this, I need to continue learning new skills and adapting to new systems and tools used by businesses.


Evidence of Readiness for Employability


I believe I am developing the skills I need to be ready for employment and personal advancement. My academic studies have helped to build my knowledge and  the importance of transferable skills such as communication, teamwork, time management, and organisation. Completing assignments and working on group projects has helped me learn how to manage my time whilst also meeting deadlines.

I have developed skills through everyday experiences and interactions. For example, helping people, resolving small problems, and communicating aptly in different situations has strengthened my confidence in dealing with others. These experiences are valuable preparation for customer service roles.

Additionally, feedback from teachers and peers has helped me recognise my strengths. Positive comments about my communication, cooperation, and attitude show that I am developing skills that are valued in the workplace. 

Furthermore, my interest in customer service and sales roles shows that I am motivated to build a career where I can interact with people and support customers. Motivation and a positive attitude are important qualities for employability because employers value individuals who are willing to learn and improve.


Conclusion


In conclusion, by completing a self-assessment using a SWOT analysis has helped me gain a better insight and understanding of my personal strengths and areas for development. My key strengths include communication, customer service, teamwork, and reliability, which are all important for careers that involve working with customers. At the same time, I recognise that I need to build confidence, gain more work experience, and improve problem-solving skills in challenging situations. By continuing my education, gaining experience, and learning from feedback, I will be able to improve my skills and become more prepared for future employment opportunities.





Task 3

Employment Goals

Based on the weaknesses identified in my SWOT analysis—such as limited professional experience, lack of advanced technical skills, and the need to improve communication and confidence—my short-term and long-term employment goals focus on developing the skills required for career growth.

My short-term employment goal is to secure an entry-level position or internship in my chosen field within the next 6–12 months. This goal is important because it will allow me to gain practical experience, develop workplace skills, and build professional networks. In addition, I aim to improve my communication skills and gain relevant certifications that will strengthen my employability. These goals align with my career aspirations because they provide the foundation needed to grow professionally and understand how the industry operates.

My long-term employment goal is to progress into a specialised or managerial role within the next 5–7 years. I want to become a skilled professional who contributes effectively to organisational success. Achieving this goal will require continuous learning, gaining industry experience, and developing leadership abilities. This aligns with my career aspirations because I aim to build a stable and successful career while continuously improving my skills and knowledge.

Personal Development Plan

To address the weaknesses identified in my SWOT analysis, I will follow a structured personal development plan.

First, I will focus on improving my professional skills by completing relevant online courses and certifications within the next 6–12 months. Platforms such as online learning websites and university resources will help me gain the technical knowledge required in my field.

Second, I will work on enhancing my communication and confidence by participating in presentations, group discussions, and networking events. I plan to practise these skills weekly and seek feedback from lecturers or mentors.

Third, I will gain practical experience by applying for internships, part-time jobs, or volunteer opportunities within the next year.

My progress will be measured through completed certifications, feedback from mentors, successful job applications, and the development of a stronger professional portfolio. This structured plan will help me overcome my weaknesses and move closer to achieving my career goals.
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Customer Service Specialist - Help Build a
World-Class Global Brand

Are you a high-performing Customer Service
professional with a passion for sport and
creating memorable customer moments? Do
you thrive in a fast-paced environment where
real-time interactions matter and every
response is a chance to deliver a standout
experience?

We're looking for an experienced Customer
Service Specialist to join our ambitious, high-
growth team. Someone who's driven to
provide a world-class experience to our
valuable clients. Are you willing to go the extra
mile? This is your chance to take on a vital,
hands-on role in one of the most exciting and
authentic sports brands in the world.

About the Company

We are the champion retailer of 100%
authentic signed sports memorabilia, proudly
partnering with some of the biggest sporting
stars in the world. As the highest-rated sports
memorabilia company on Trustpilot globally,

4 Often responds within 3 days
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Liaise with our world-class customers
through emails, messaging, phone &
providing accurate information & support

Resolve customer complaints or concerns
efficiently & professionally

Maintain customer satisfaction to our
world-class Trust Pilot rating

Building long term relationships with new
& existing customers

Perform data entry to maintain customer
service delivery times

Tracking & resolving issues with our
courier

Eloquent written & verbal communication
skills to our high spend customer base

Creating new CS processes for
consistency & repeatability

We hold high standards and we’re looking for
someone who is ready to exceed them. In
return, you'll receive:

A competitive salary

4 Often responds within 3 days

Apply now
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Do you have the drive and ambition our
client is looking for to join this award
winning sales and marketing
organisation; they are looking to
enhance their sales advisor and
customer service team with
independent individuals who are
capable of seeking and developing new
opportunities within the sales advisor
and marketing industry.

Within this opportunity you will be
working alongside the best sales
advisors and customer service
specialists in the country whilst
promoting an exciting client portfolio.
You will be representing iconic brands
and playing a very important role in
ongoing business success while
developing your skills in events and
residential environments. This
opportunity provides great opportunity
for progression whilst also offering
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Successtul candidates will be well-
presented, self-starters who are
capable of demonstrating a desire to
succeed in a sales advisor and customer
service environment.

Successful candidates will:

‘Have strong communication skills and
customer service skills

‘Be self-motivated

‘Have a tenacious approach to personal
development

-‘Possess a competitive sales mentality
‘Have an entrepreneurial mind-set
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advisors will:

‘Approach new and potential customers
on behalf of their clients

‘Keep up to date with relevant client
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Customer Service Specialist

Firma Stella Sports Memorabilia
117c Hartlebury Trading Estate, Hartlebury
DY10 4JB

Profile insights

Here’s how the job qualifications align with your profile.
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v/ Communication skills v

Job details

Here’s how the job details align with your profile.
B pay
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4 Often responds within 3 days
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